
Subject: Discussion of Benefits Package 

Dear [Employee's Name], 

I hope this message finds you well. I would like to schedule a time to discuss your benefits 

package and any questions or concerns you may have regarding it. 

As you know, our benefits package is designed to support you and your family, ensuring you 

have access to important resources and assistance. We would like to ensure that you fully 

understand the options available to you. 

Please let me know your availability for a meeting in the coming week, and I will do my best to 

accommodate your schedule. 

Thank you, and I look forward to our discussion. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


