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Letter 1 – initial announcement 
(changing provider and salary exchange)
--------------------------------------
[To be printed on company headed paper]

Dear [insert employee name]
We’re improving your workplace pension benefit
As saving for the future is so important, we want to make sure we’re supporting you as best we can.
We’ve reviewed what our current workplace pension offers, compared it with what else is available, and have decided to move to a new pension provider who can make your pension rewarding, accessible and valuable.
We’ll also be reducing the National Insurance you pay.
We’ll be moving to NatWest Cushon
We’ll be moving to NatWest Cushon’s workplace pension, which includes an easy-to-use smartphone app, financial education, and lots more. 
Our proposed timeline:
· [old scheme cease date] – The last time we’ll pay into your current [ceding provider name] pension. 
· [scheme start date] – The first time we’ll pay into your new pension with NatWest Cushon. You’ll get a welcome pack, a new joiner notice and an invitation to download the app. All future contributions will go into this account.
You can then either leave your old [ceding provider name] pension where it is or transfer the savings into your new NatWest Cushon pension. We’ll show you how nearer the time.
Other beneficial changes behind the scenes
And we’ll change the way we pay into your pension, using a tax-efficient method called salary exchange. This will also reduce how much you pay towards National Insurance.
See the attached fact sheet for all the details
Please read the attached fact sheet for the full details of these changes and what you’ll get from NatWest Cushon. If you have any questions, you can also contact [Employer HR queries email] – but please check the fact sheet for answers first. 
We hope you’re as pleased as we are about these changes to your workplace pension.
Yours sincerely,
[name of representative] 

