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Sample Letter for New Hire Kit 
· If your organization provides a package of materials to new hires, consider this sample letter as a component to explain the nature of the Automatic 403(b) Plan.
· Contributions amounts and example assumes a $1 for $1 contribution up to 3 percent of pay. 
· Customize items in [green] to reflect your specific plan details. 
                                                                                          
Welcome to [Organization]! 
We strongly encourage you to save for retirement through our 403(b) retirement savings plan. It is never too early to start saving for retirement, but it can be too late if you put it off too long. 
To help you take advantage of the benefits of saving through the plan, we automatically enroll each new hire. You don’t have to fill out any forms or worry about any deadlines. 
Your pre-tax contribution is set at [3 percent] of pay beginning with your [first] paycheck. [Employer] also makes a matching contribution. We contribute [dollar for dollar up to 3 percent of your pay]. Your contributions and our match automatically go into [Default Investment Fund]. 
Here’s an example that shows how saving in our 403(b) plan works: 
Catherine earns $2,500 a month. Her automatic contribution to our 403(b) plan is 3 percent of her 
paycheck, or $75. [Organization] contributes another $75 a month as the matching contribution. 
This makes Catherine’s total monthly savings $150. 
[At any time], you can change how much you contribute or select different investment options. If you decide you don’t want to save through the plan, you can decline automatic enrollment. Simply let us know by [by sending an e-mail /calling/ going online to…]. [If applicable: 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 will be taxable as income.] 
It’s important for you to save as much as you can in the 403(b) and review your investments from time to time, especially when personal circumstances change. The amount of your automatic contribution and any employer match is not intended to signal the appropriate amount for your circumstances. [Use the tools and information we provide to help you make decisions that are specific to your needs and circumstances.] [Identify where to go to make changes in contribution amounts and investments, provide location of newsletter, statements, web site, seminars, etc.] 
You can learn more about how our 403(b) plan works by reviewing the Summary Plan Description, available through [identify how and where to access plan document]. 
Saving for retirement is one of the most important financial goals you may ever have. [Organization] is proud to help you meet it.
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Retirement Made Simpler




