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Sample Employee Notice of Automatic Enrollment 
· Employers are required to send a notice to all 403(b)-eligible employees who will be automatically enrolled in the plan. You must also send a notice annually. 

· This communication can be in print or electronic form. It cannot be part of the Summary Plan Description or Summary of Material Modifications. 

· Employers need to provide employees with the initial notice “within a reasonable amount of time” before the date of eligibility. For new employees, the notice can be provided on the date of eligibility or as soon as practicable thereafter. 

· The annual notice must be provided 30 to 90 days prior to the start of each plan year. 

· Customize items in [green] to reflect your specific plan details. Some portions may not apply to your specific plan, so delete these sections (for example, automatic contribution increases). Refer to Sample IRS Notice www.irs.gov/pub/irs-tege/sample_notice.pdf 

------------------------------------------------------------------------------------------------------------------------------------------------
403(b) Plan Automatic Enrollment 
[Initial or Annual] Notice 
[Organization] automatically enrolls eligible employees to our 403(b) plan as a way to help them save toward a financially secure retirement. 

If you already participate in our 403(b) plan, automatic enrollment features will not apply to you. 
Contribution Amount 
If you did not complete an enrollment form to participate in our 403(b) plan, [Organization] automatically enrolled you starting with your first paycheck on or after [effective date]. 
Each pay cycle, your pre-tax automatic contribution is [x percent] of pay. You can change this amount or decide not to participate at any time. Simply [call/e-mail/go online] to complete and submit a [Name of Form]. 
[For initial notice and if plan offers 90-day withdrawal window]: If you decide you don’t want to save through the plan, you can decline automatic enrollment. Simply let us now by [by sending an e-mail / calling/ going online to…]. You have 90 days after contributions start to inform us, and we will return your contributions (adjusted for any investment gains or losses) in a future paycheck. You will lose any employer matching contribution we made up to that point. The amount we return is taxable income. 

Our automatic enrollment process features a regular increase in your contribution amount. This helps you increase your retirement contributions over time without having to think about it. Your contribution amount automatically goes up [1 percent] a year each year, until it reaches [10 percent] of pay. 
You immediately vest in your contributions (this means you “own” your contributions and any gains or losses associated with them) to the plan. If you choose to leave [Organization], you can roll your contributions into the new employer’s retirement savings plan or an IRA. 
Organization Contributions 
[Organization] contributes to your 403(b) plan, too. For every dollar you contribute, we contribute [dollar for dollar up to 3 percent of pay]. This contribution also applies if you participate in the plan but were not automatically enrolled. 
While you immediately vest in your own contributions, you earn the right to the full employer contribution once you reach [two years of service with us]. 
Here’s an example of how the match works. Catherine earns $2,500 each pay period. Her automatic contribution to our 403(b) plan is [3 percent] of her paycheck each pay period, or [$75]. [Organization] contributes another [$75] each pay period as the matching contribution. This makes Catherine’s total savings [$150] per pay period in her first year of participation. [Employer Note: Providing an example is required by law.] 
Default Investment Fund 
As part of the automatic enrollment process, your contributions, earnings, and employer contributions automatically go into [Default Investment Fund]. You can change this investment by [calling/e-mailing/ going online]. There is no fee for changing your investment selection. [Note here if the plan restricts the number of times a participant may change funds.] 
[If target date fund]: The [Default Investment Fund] holds a diversified mix of stocks and bonds. This mix shifts from riskier investments to more conservative investments as your target retirement date draws closer. 
[If balanced fund]: The [Default Investment Fund] holds a mix of stocks and fixed income assets. The holdings do not vary based on participants’ age or retirement date. 
[If other, explain here]. 
Fund Characteristics 
· The fund’s investment objective is [state the objective from the prospectus]. 
· [Describe the fund’s risk and return characteristics [insert from prospectus]]. 
· [State the fund’s fees and related expenses [insert from prospectus]]. 




The [Default Investment Fund] is a good investment for many participants, but you should consider your personal circumstances to invest in the fund(s) that best serve your needs. Our 403(b) plan has [x] fund options for you to choose from. To review the investment options and obtain information on them (through each fund’s prospectus), [go online/call]. [If your organization offers calculators or other tools to help people determine the right investment mix, reference them here and tell readers how to access them.] 
To learn more about how our 403(b) plan works, [go online/ see…] for the Summary Plan Description. 
Saving for retirement may be one of the most important financial goals you will ever have. Our goal with automatic enrollment is to help you achieve it. 
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