Employee Benefit Program – Offering New Benefit [Replace with company letterhead]
Dear valued employees;
  

Our current employee benefits package has consistently been one of the best in the industry. Now we are pleased to announce that we are enhancing that benefits program significantly by offering a new benefit: _________________. 

  

Specifically, this new benefit provides you with: _________________. 

  

The following people are eligible for this new benefit: _________________. 

  

If you wish to take advantage of the new benefit, here's what you need to do: _________________. 

  

We are happy to be able to offer this opportunity to you and hope that you will all take advantage of it. If you have any questions about this or other employee benefits, contact _________________. [person responsible ex. HR Manager]
  

Sincerely, 

  

  

  

_________________ [title & name]
_________________ [signature]
