
401(k) Communications 
During a Plan Merger

FOUR  SIMPLE TIPS TO HELP PLAN SPONSORS
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Mergers and acquisitions can often leave employees feeling 
uncertain about their role in the company. That’s why these 
organizational changes are great opportunities to reaffirm the  
value of company benefits, including retirement benefits.

Unfortunately, these opportunities are often missed. Instead of 
using these situations as reasons to remind employees of the 
overall benefits and features of their 401(k) plan, companies tend to 
just focus on the M&A logistics: what’s changing and what’s not.

When two organizations merge, 
it’s important to highlight the many 
advantages of the employee 401(k) 
plan, as shown in the sample 
communication on the right.

It’s also important to include a 
comprehensive list of how the plan is changing, as it is unlikely 
that many employees will seek out the details or actually read legal 
documents. Other changes that should be mentioned include:

• Is the record keeper changing? 

• Is the company match changing?

• Are there additional or different investment funds?

• Are online tools available?

What does your  
future look like?
ABC COMPANY AND XYZ COMPANY ARE MERGING

XYZ Company is committed to helping you manage your financial  well-being, and 
this includes helping you build your retirement savings. Whatever you dream of for 
the future, your 401(k) is designed to help you achieve it. 

Your 401(k) plan is a great way to save 
for retirement. It offers:

 An easy way to set aside money 
from each paycheck

 XYZ matches your savings $0.50 
for each dollar you set aside, up 
to 10% of your pay

 Lower fees for your investments 
(than you could otherwise get on 
your own)

 Resources and guidance to help 
you make your own saving and 
investment decisions

 Great tax breaks (which  
translate to more savings)

SAMPLE COMMUNICATION 
Front

Lead with 
the features 
and value of a 
401(k) plan.1TIP



3

Your company match is getting better. For every 
dollar you save (up to 10% of your pay), XYZ 
Company will kick in $0.50.

Your savings rate will automatically increase by 
1% each year until you reach a 10% contribution 
rate—unless you actively elect out of that increase 
each year. This will help you build your savings to 
help you save even more for retirement.

You’ll benefit from lower investment management 
and administrative fees. As a larger company,  
we have more bargaining power now to help 
negotiate competitive fees on your behalf. Paying 
lower fees may provide an extra boost to help you 
save even more. 

RESOURCES

INVESTINGSAVING

NEED MORE INFORMATION?

Go to [insert URL] or call [insert contact] to learn 
more about:

• The timing of these changes.

• How to make changes to your investment choices.

• Details about Target Retirement Funds and the 
menu of investment options available to you.

WHAT’S NEXT?
Stay tuned for more details on the Target 
Retirement Funds and for additional 
information on the timing of this change 
and how it will affect you. 

The 401(k) plan will continue to be administered by 
[record keeper name]. In fact, we are adding new features and 
resources that will help make your 401(k) plan even better.

Here’s what you need to know about:

You’ll have more tools and resources to help you plan and make better decisions for your financial well-being.

You’ll be re-enrolled in a Target Retirement Fund 
based on your expected retirement year (which will 
correspond to the year when you’ll turn age 65). Both 
your current balance and future contributions will be 
directed to that fund unless you make other 
investment choices from [date] to [date].

Following the re-enrollment on [date], you can always 
make changes to how you invest your current balance 
and/or future contributions by choosing from any of 
the funds in our 401(k) plan.   

You’ll have a streamlined selection of investment 
funds. If you choose to manage your investments on 
your own, these funds offer you a diversified selection 
of choices to help make it easier for you to choose the 
funds that may be a good fit for you.

WHAT’S CHANGING? 

You will not need to take any action unless you do not 
want to be enrolled in a Target Retirement Fund.

[Plan Sponsor to add disclosures.]
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SAMPLE COMMUNICATION 
Back

Explain what’s changing for 
employees, emphasizing what 
these changes mean and what 
steps they need to take.

Have a clear call to action. 

Point to other sources for 
detailed information.  
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TIP

TIP

TIP

Feel free to use this sample participant communication as a model 
for announcing 401(k) changes and tailor it based on your needs and 
the changes your company is experiencing. Before you distribute 
it, be sure to have it reviewed by your legal or compliance team to 
ensure that you’re meeting your fiduciary obligations.



For additional sample participant communication materials, 
visit ssga.com/engagement.
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