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Sample Email: Automatic 401(k) launch 
Send to all 401(k)-eligible employees following voice-mail from key leader 
To: 		All personnel 
From: 		CEO or senior HR executive 
Subject: 	Retirement saving just got easier! 

[By now, you’ve heard about the enhancement we have made to our 401(k) plan.] Starting [date], each person we hire will automatically join the plan.  To extend this “easy enrollment” benefit to our current people, we will automatically enroll anyone who’s not already in the plan.  In either case, anyone who is automatically enrolled is free to change their contribution amount or to opt-out. 
We have added this feature because our 401(k) plan is a powerful way to build a secure retirement.  It’s an important and valuable benefit, and we understand that it can be a challenge to enroll because you have so many other things going on.  
This enhancement will not affect your 401(k) participation if you currently contribute to the plan.  It will apply to you if you are not currently participating.  Here’s how: 
· You will receive a written notice roughly a month before we automatically enroll you. 
· We will indicate what percent of your pay will automatically go into the plan, as well as into which investment fund your money and our matching contributions will go. 
· You can choose a different amount of pay to contribute, change your investment, or decline participation. 
· You have 90 days after we enroll you to decide not to participate. 
· Simply notify us [by sending an email to…/calling…/going online to…] and we will return your balance to you (adjusted for any gains or losses) through your paycheck.  You will lose any employer matching contribution we made up to that point. 
This is a great opportunity to jump-start your retirement saving.  It is never too early to start.  Plus, you’ll get the benefit of our matching contribution [which is X for every dollar you contribute up to Y percent of your pay]. 
It’s still important for you to pay attention to your 401(k) account.  Educate yourself about saving and investing, and review your investments from time to time—especially when your 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, Web site, seminars, etc.] 
[We have more information about the new enrollment benefit and about the 401(k) plan in general (identify how and where to access details—SPD/SMM, Intranet, etc.).] 
We encourage you to make the most of your participation in our 401(k) plan.  We believe enrolling all of our people in the plan while allowing them to decline participation is a responsible step in the process.
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