
Upcoming Changes to Pension Arrangements 

Date: [Insert Date] 

Dear [Employee's Name], 

We are writing to inform you of important changes to our pension arrangements that will take 

effect on [Effective Date]. These modifications aim to enhance our pension offerings and ensure 

long-term financial security for all employees. 

Key Changes: 

• Increase in employer contribution rates from [X]% to [Y]% 

• Introduction of a new investment option in [specific fund or investment type] 

• Adjustment of vesting schedules to [new terms] 

We understand that changes to pension arrangements can raise questions. To help you navigate 

these updates, we will be holding an informational session on [Date and Time]. Please see the 

attached document for more details. 

Thank you for your attention to this important matter. Should you have any questions or 

concerns, feel free to reach out to the HR department at [HR Contact Information]. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


