
Benefits Discussion Letter 

Date: [Insert Date] 

Dear [Employee's Name], 

We hope this letter finds you well. We would like to schedule a meeting to discuss your benefits 

package that comes with your current employment position at [Company Name]. This 

conversation is crucial to ensure that you have a clear understanding of your options and can 

make informed decisions regarding your benefits. 

During this discussion, we will cover: 

• Health insurance options 

• Retirement plans 

• Paid time off 

• Other available benefits 

Please let us know your availability for a meeting within the next week, as we want to address 

any questions or concerns you may have. 

Thank you for your attention to this matter. We look forward to speaking with you soon. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


