	SAMPLE LETTER -- Use to Announce your Plan Switch to Eligible Employees

	
	



We’re improving your qualified retirement savings plan.

Dear Eligible Plan Participant:

(Company Name) provides you with a great opportunity to save for your retirement through our qualified retirement savings plan.  

We’ve always put a great deal of time and effort into developing this plan because we believe it provides an excellent way for each of us to ensure financial security in retirement. And now it is improving with a new set of investment options which you can choose from.

Come to the meeting to get all the details.
The employee education meeting will help you learn more about making the most of your retirement savings plan. I hope that you will take advantage of this new program and attend the meeting outlined below:

Location

Date & Time

If you have any questions, you can ask (Advisor Name) at the employee education meeting.  

Even if you aren't participating now or are not yet eligible, you may want to attend the meeting so that when the opportunity arises, you can take advantage.  If you are unable to attend the meeting, please contact (Company Plan Administrator) for instructions on the enrollment process.

I am excited about this enhancement to our plan and hope you share my enthusiasm.  I look forward to seeing you at the meeting!

Sincerely,

Plan Sponsor Name & Title

