Announce New Benefit – Voluntary Enrolment [Replace with company letterhead]
Dear employees
  

_________________ [company name] prides itself on being the industrial leader in employee benefits. We are constantly exploring new options to provide to our employees. It is my pleasure to announce that we have found an outstanding new program to offer you. 

  

Beginning _________________ [commencement date], you will be able to _________________ [new benefit] as part of your benefits program. Enclosed you will find information regarding this benefit from the benefits provider. It explains more fully what the program will offer you. 

  

If you wish to avail yourself of this option, simply _________________. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
