
Important Update: Employee Retirement 

Options 

Dear [Employee Name], 

We hope this message finds you well. As part of our ongoing commitment to your financial well-

being, we are reaching out to inform you of updates to our employee retirement options. 

Effective [Date], the following changes will be implemented: 

• Increased contribution matching from [Old Percentage]% to [New Percentage]%.  

• Introduction of a new investment fund option: [Fund Name]. 

• Enhanced resources for retirement planning, including workshops and online tools. 

We believe these enhancements will provide you with more flexibility and support as you plan 

for your retirement. You are encouraged to review your current retirement plan and consider 

these new options. 

For any questions or further information, please feel free to reach out to the HR department or 

visit our employee portal at [Portal Link]. 

Thank you for your continued dedication and commitment to our organization. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


