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	Dear [insert name of employee],
To help you save for the future, we’ve set up a workplace pension scheme with Royal London. 
Your existing pension savings with [insert name of previous provider,] won’t automatically transfer to your new plan with Royal London. They’ll be in touch to tell you more about the option to transfer using their workplace transfer service. 
As part of the service, they check if your pension has any special features and make sure you keep these if you decide to transfer. Royal London will also tell you when your workplace pension transfer service window opens and closes.    

	Next steps		
When the transfer window opens, Royal London will let you know. You’ll receive a transfer pack by [post or email]. This will explain the transfer process, the key considerations and the steps you need to take to combine your pension savings into one plan. 
If you decide to transfer your pension savings, it’s important to act within the transfer window to use this option. 
You can still decide to transfer after your window has closed; however, you won’t be able to use the workplace pension transfer service. 

	Not sure whether transferring your pension is the right choice?
If you’re not sure whether transferring your pension savings is right for you, you should speak to a financial adviser. If you don’t already have an adviser, you can find one here. Advisers may charge for their services – but they should agree any fees with you up front.
If you have any questions about the new workplace pension scheme, please don’t hesitate to get in touch.
Yours sincerely,
[Name Surname]
[Title]
[name.surname@email.com]

	Want to know more about your pension? [Use for Net contribution GPP schemes]
With employer contributions and tax benefits, this scheme is designed to help you save for your future. If you’d like to learn more about how pensions work or where your pension savings are invested, visit our employee hub.

	Want to know more about your pension? [Use for Salary Exchange GPP schemes]
With employer contributions and tax benefits, this scheme is designed to help you save for your future. If you’d like to learn more about how pensions work or where your pension savings are invested, visit our employee hub.
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