
Announcement of Pension Scheme Changes 

Dear [Employee's Name], 

We are writing to inform you about some upcoming changes to our pension scheme that will take 

effect on [Effective Date]. These changes are intended to enhance the overall benefits of our 

pension plan and better serve our employees' needs. 

Key Changes: 

• New Contribution Rates: Starting from [Effective Date], the contribution rates will be 

adjusted to [New Contribution Rates]. 

• Improved Investment Options: We will be introducing several new investment options 

that are designed to provide better returns. 

• Enhanced Retirement Benefits: The retirement benefits will be improved to include 

[Details of Enhanced Benefits]. 

If you have any questions or concerns regarding these changes, please do not hesitate to reach 

out to the HR department at [HR Contact Information]. We are committed to keeping you 

informed and assisted throughout this transition. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Company Contact Information] 


