
Notification of Changes to Your Pension Plan 

Date: [Insert Date] 

Dear [Employee's Name], 

We are writing to inform you about some important changes to your pension plan that will take 

effect on [effective date]. These changes are designed to enhance the benefits and ensure the 

long-term sustainability of the plan. 

Summary of Changes 

• Increased Employer Contribution Rate: The employer contribution rate will increase from 

[current percentage] to [new percentage]. 

• Adjusted Retirement Age: The normal retirement age will be shifted from [old age] to 

[new age]. 

• Updated Investment Options: New investment options will be available, including [list of 

new options]. 

For detailed information about these changes, please refer to the enclosed document or visit our 

website at [website URL]. 

If you have any questions or require further clarification, feel free to reach out to the HR 

department at [HR contact information]. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


