
Benefits Package Alteration Notification 

Date: [Insert Date] 

Dear [Employee's Name], 

We hope this message finds you well. We are writing to inform you of some changes to your 

benefits package that will be implemented starting [Effective Date]. 

The following updates will take effect: 

• [Description of the first alteration] 

• [Description of the second alteration] 

• [Description of any additional alterations] 

We encourage you to review the new benefits package details, which are available on [Link to 

Benefits Information or HR Contact]. Should you have any questions or need further 

clarification, please do not hesitate to reach out. 

Thank you for your attention to this matter, and we appreciate your continued dedication to 

[Company Name]. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


