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Sample E-Mail Script: Automatic 403(b) Launch 
Send this after voicemail from key leader 

To: 403(b)-eligible employees 
From: Senior Executive 
Subject: Saving for retirement just got easier! 

I am pleased to announce enhancements to our 403(b) retirement savings plan. Starting [date], we will automatically enroll eligible employees who aren’t participating in the plan. 

Our 403(b) plan provides a great way to invest for retirement on a pre-tax basis. And with automatic enrollment, all eligible employees become savers without having to deal with any paperwork. 

If you already contribute to the plan, nothing will change for you. But if you don’t currently participate, this is what will happen: 
· You’ll receive written notice about this new feature. It will let you know what percent of pay will automatically go into the 403(b) plan, and which investment fund your contributions and our matching contribution will go into. You can choose a different contribution amount, other investment fund(s), or decline to participate. 

· [If applicable: You will have 90 days after we enroll you to decide not to participate. Simply notify us [by sending an email/calling/going online to…] and we will return your contributions through your paycheck. You will lose any employer matching contribution we made up to that point, and the amount will be taxable income.] 

This is a great opportunity to jump-start your retirement saving. It’s never too early to start. Plus, you’ll get the benefit of our matching contribution of [X for every dollar you contribute up to Y percent of your pay]. 

It’s still important that you pay attention to your 403(b) account, save as much as you can, and learn about investing. Review your investments from time to time—especially when personal circumstances change. [Use the tools and information we provide to help you make decisions about planning and saving for retirement. Identify materials and location: newsletter, statements, website, seminars, etc.] 

You can learn more about our 403(b) plan by reviewing the Summary Plan Description, which is available by [calling/ going online to/e-mailing…]. 

We encourage you to make the most of your participation in our 403(b) plan. It’s a valuable benefit, and we are pleased to help get you on a path to make the most of it. 
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Retirement Made Simpler




