[Termination Letter to Prior Recordkeeper
(to be printed on your company letterhead)]

[To customize this letter, edit the text in brackets then delete the brackets and replace or delete the instructions shown in bold italics.] 

[Date]

[Prior recordkeeper company name
Contact name
Mailing address
 City, state, ZIP]


Re: [Your company plan’s name]

Dear [prior recordkeeper contact name]:

We’ve decided to terminate our recordkeeping services arrangement with your firm. Capital Group, home of American Funds, will be the new recordkeeping provider for our plan. The Implementation Analyst, listed below, will be contacting you to determine the most appropriate effective date and gather important details for the transfer of our plan to Capital Group.  

Please provide a deconversion contact so that we may coordinate this communication as quickly as possible. Please also consider this letter your authorization to work directly with Capital Group in providing all the necessary information.

IA Name
Implementation Analyst
8525 E. Orchard Rd. 5T3
Greenwood Village, CO 80111 USA 
Phone: (303) 737-XXXX
Fax: (303) 737-4274
Email: xxxxxxxxxx@retirementpartner.com

If you have any questions about this request, please don’t hesitate to call me at [client phone number]. Thank you for your cooperation during this transition period.

Sincerely,


[Client contact name and title]
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