
Important Update: Changes to Your Retirement Plan 

Dear [Employee's Name], 

We hope this message finds you well. We are writing to inform you of important changes to the 

retirement plan offered by [Company Name]. These changes will take effect on [Effective Date] 

and are designed to enhance your savings and investment options. 

Key Changes Include: 

• Increase in employer matching contributions 

• Introduction of new investment options 

• Modification of withdrawal policies 

We understand that retirement planning is an important aspect of your financial future, and we 

are committed to providing you with the best possible resources. A detailed overview of the 

changes is attached to this letter for your review. 

If you have any questions or need further assistance, please do not hesitate to reach out to our 

HR department at [HR Contact Information]. 

Thank you for your attention to this important update. We appreciate your dedication and 

contributions to [Company Name]. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


