
Retirement Plan Review Schedule 

Dear [Employee's Name], 

We are pleased to inform you that your retirement plan review is scheduled for [Date] at [Time]. 

The meeting will take place at [Location/Platform Link]. 

The agenda for the review will include: 

• Current retirement savings assessment 

• Investment performance review 

• Future contribution strategies 

• Q&A session 

Please prepare any questions or topics you would like to discuss during the review. We 

recommend bringing relevant documents or statements for reference. 

Feel free to reach out to [Contact Person] at [Contact Information] if you have any questions 

prior to the meeting. 

We look forward to assisting you with your retirement planning. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


