Note to employer: To help you comply with legislation, please use this letter to inform your employees about your company’s Voluntary Retirement Savings Plan. You are required to give your employees 30 days written notice before entering into a contract with a VRSP administrator – such as Manulife Financial. You can distribute the letter at staff meetings, send it through e-mail, or include it with other employee packages and communications. On the website www.vrsp.com you will also find a list of “Frequently Asked Questions (FAQs)” that can be printed and shared with employees. It is suggested that you keep a record of this correspondence, the date it was distributed, and to whom.
<Date>

Dear <employee>:

A new way to save for retirement

I’m pleased to share that our company will introduce a Voluntary Retirement Savings Plan (VRSP) on <date>. This new plan provides the opportunity to easily direct money into a workplace retirement savings plan through automatic payroll deduction.

After careful consideration, we have selected Manulife Financial to administer our plan. (If applicable, please explain any existing business relationship the employer has with Manulife and the nature of that relationship. Example: “Manulife is the company that handles our group benefits plan.”) Manulife is a recognized leader in providing group retirement solutions to Canadian businesses and has a history dating back over 125 years.

Easy enrolment

All employees 18 years of age or older who have one year of continuous service with our company will be enrolled in the plan automatically. You don’t need to take any action. The information required to set up your plan will be provided directly to Manulife. Employees with less than one year of continuous service can also participate by notifying <name of person in your organization here>. While I hope that all eligible employees will take advantage of this program, you can opt out if you let Manulife know within 60 days of receiving your notice of enrolment.
Good reasons to participate

In addition to the money that the plan helps you save for retirement, your contributions are deductible from your taxable income before payroll taxes are calculated. (Optional text: In addition, the company will contribute <amount> on your behalf and those contributions are not included in your taxable income, nor will you pay income tax on the company contributions until they are withdrawn from the plan – in most cases at the time of retirement.)(Employer contribution options:  match a percentage of member contributions (25, 50, 75 or 100%) up to a maximum annual amount per member; set an amount (percentage or dollar amount) per member; make contributions at your discretion)
Your contributions – save as much or as little as you like
You can select the amount you want to contribute to the VRSP, but you must let Manulife know the amount within 60 days of receiving your notice of enrolment. You can contribute up to your normal Registered Retirement Savings Plan contribution limit. If you do not notify us of your desired contribution amount, the default rate set by the government regulations will apply. The default contribution rate is <amount>. You have the option to change your contribution rate at any time.

Your enrolment notice from Manulife will contain more information. (Optional text: In the meanwhile, please read the enclosed VRSP questions and answers [attached FAQ from www.vrsp.com].)
I hope you are as excited about the company VRSP as I am to make it available to you. If you have any questions, please do not hesitate to ask <name of person responsible for VRSP in your company>.

Sincerely,
