Sample Participant Notice 
Employer Matching Formula


[Instructions to Plan Sponsor: This notice should be customized and sent on company letterhead. To customize the notice, tailor the content in brackets with the appropriate information for your plan or plan participants. Delete all instructional headings as appropriate. The plan's documents control the plan provisions and should be matched carefully with this notice. If your plan type is something other than 401(k), (403(b), profit-sharing, or money purchase), further customization is required.]

[Company name] announces a 401(k) matching contribution for [Plan Year]!

	To help you prepare for retirement, [Company name] offers you a 401(k) plan. One of the benefits of our retirement plan is that you receive an employer matching contribution if you are eligible and contribute to the plan. Effective [date matching contributions will be made], our plan’s matching formula will be as follows: [insert formula]. We plan to make this matching contribution to the plan [each payroll period, annually, etc.].
[Note: add info below if your plan has allocation conditions for the matching contribution] Please see the plan’s Summary Plan Description (SPD) section [section _____] for any allocation conditions that may apply to the matching contribution.

Joining the plan
If you haven’t already, you can enroll in the plan by taking the following action(s):
· Access your account either by visiting the plan’s website at capitalgroup.com/participant/planpremier or by calling the toll-free number (800) 204-3731. Select your contribution percentage.
[and/or]
· Obtain an enrollment form from [name/department]. Complete and return it to [name/department].
[Note: choose the option(s) that are most appropriate for your plan’s procedures.]

Your 401(k) contributions will be deducted from the first paycheck issued after your election is processed. [One week’s] [Two weeks’] [Fill in requirement] advance notice is generally required to begin the withholding of contributions from your pay.

Changing, stopping or restarting contributions
Your 401(k) contributions are limited to [select one: 100% or ___%] of plan compensation and/or any applicable annual federal regulations.

You can stop your 401(k) contributions (or choose not to participate) at any time and you can change or restart your 401(k) contributions [select one: at any time, monthly, quarterly, specify frequency] by taking the following action(s):
· Access your account either by visiting the plan’s website at capitalgroup.com/participant/planpremier or by calling the toll-free number (800) 204-3731. Select your 401(k) contribution percentage (select 0% if you choose not to participate).
[and/or]
· Obtain a salary deferral form from [name/department]. Complete and return it to [name/department].
[Note: choose the option(s) that are most appropriate for your plan’s procedures.]


Your 401(k) contributions will be deducted from the first paycheck issued after we process your election. We generally require [one week’s] [two weeks’] [fill in requirement] advance notice to begin or make changes to the withholding of contributions from your pay.

Please contact your Plan Administrator if you have any questions regarding your rights or obligations under the plan or if you would like a copy of your plan’s summary plan description.

[Insert plan administrator name, address, phone number, email]


Lit. No. RPPPFL-072-0625O  CGD/10735-S108960

