PENSION SALARY EXCHANGE




Dear [            ]

This letter contains important information relating to your contributions to the [Insert company name] Pension Scheme.  Please read it carefully along with the attached leaflet.  
Your employment contract will be varied with effect from [Scheme start date]. so that your contributions to the [Insert company name] Pension Scheme are made via Pension Salary Exchange unless you request and return an opt out form no later than [Response Deadline Date].  
An explanation of Pension Salary Exchange is set out in the attached leaflet "Pension Salary Exchange – Frequently Asked Questions".  Further information on Pension Salary Exchange) is also available from the HMRC website.
What should you do now?
If, having considered all the information, you wish to be a part of the Pension Salary Exchange with effect from [Scheme start date], you do not need to do anything.  After [Response Deadline Date], [Insert company name] will consider the absence of an opt out form from you as evidence that you have consented to the necessary changes to your employment contract.
If you do not wish to participate in Pension Salary Exchange, please request an opt out form from [Insert HR contact details] and return it to the same no later than [Response Deadline Date]. 

If you have any questions about Pension Salary Exchange or require any further information in order to make your decision, please contact [Insert HR contact details].

