
Important Notification: Pension Plan Update 

Dear [Employee's Name], 

We hope this message finds you well. We are writing to inform you about an important update 

regarding your pension plan. 

As part of our commitment to provide you with the best possible benefits, we have made 

enhancements to the [Pension Plan Name]. These changes will take effect on [Effective Date]. 

The key updates are as follows: 

• Increase in employer contribution rates from [Old Rate]% to [New Rate]% 

• Introduction of a new investment option: [Investment Option Name] 

• Modification of eligibility criteria for early retirement benefits 

Please review the attached documents for detailed information about these changes. We 

encourage you to attend our informational session scheduled for [Date and Time] in [Location], 

where we will discuss the updates and answer any questions you may have. 

Thank you for your attention to this important matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


