
Retirement Planning Checklist for First-Time 

Savers 

Dear [Recipient's Name], 

As you embark on your savings journey, we have prepared a retirement planning checklist to 

help you make informed decisions about your future. Please review the following steps: 

• 1. Set Your Retirement Goals: Determine when you want to retire and your lifestyle 

expectations. 

• 2. Assess Your Current Financial Situation: Review your income, expenses, debts, and 

savings. 

• 3. Establish an Emergency Fund: Aim to save 3-6 months' worth of living expenses. 

• 4. Understand Retirement Accounts: Research 401(k), IRA, and other investment options. 

• 5. Take Advantage of Employer Contributions: If available, contribute to your employer's 

retirement plan to maximize match benefits. 

• 6. Create a Monthly Savings Plan: Determine how much to save monthly to reach your 

retirement goals. 

• 7. Diversify Your Investments: Consider a mix of stocks, bonds, and other assets. 

• 8. Review and Adjust Regularly: Annually assess your progress and make changes as 

needed. 

If you have any questions or need assistance, feel free to reach out. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 


