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	Dear [insert name of employee],
We’ve noticed you’re currently not using salary exchange for your pension contributions.
Salary exchange is an alternative way of making pension contributions. Instead of contributing from your pay after tax, you agree to exchange part of your salary for an employer pension contribution. This reduces your gross pay for tax and National Insurance (NI) purposes and can result in savings for you.
Why consider salary exchange?
As your gross salary is reduced, it means that:
· You pay less income tax and NI.
· Your NI savings can be [reinvested into your pension increasing your pension contribution without reducing your take‑home pay / added to your take‑home pay].
[We can also reinvest] [some/all] [of our NI savings into your plan. This will increase the overall pension contribution paid into your plan.]
Please remember that any tax or NI savings depend on your individual circumstances and where you live in the UK. This may change in the future. 

	Find out more
Making pension contributions using salary exchange may not be suitable for everyone, and it could affect your entitlement to other benefits such as statutory sick pay. 
So, before you decide whether salary exchange is right for you, we recommend taking the time to read Royal London’s [‘Employee guide to salary exchange - savings added to pension’ / Employee guide - savings added to take-home pay’].

	How do I opt in?
If you’d like to start using salary exchange for your pension contributions, please [send the completed form to] / [get in touch with us at] [insert email address].
If you have any questions, please get in touch.
Yours sincerely,
[Name Surname]
[Title]
[name.surname@email.com]
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