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Employee communication timeline

for [insert Plan Name]

Transition period (Optional)

	Type of communication
	Audience
	Distribution Date
	Notes

	New Provider Flyer or Email
	All employees
	[Insert date]
	 

	Transition FAQ Brochure
	All employees
	[Insert date]
	

	Enrollment Posters
	All employees
	[Insert date]
	Hanging in break rooms, hallways, etc.

	Save the Date Flyer or Email – Enrollment meeting
	All employees
	[Insert date]
	

	Enrollment Meeting(s)
	All interested employees
	[Insert date]
	

	Enrollment Kit/Overview
	All employees
	[Insert Date]
	


Ongoing communications — 1st Quarter  (Year 1)
	Type of communication
	Audience
	Date
	Notes

	Welcome Mailer or Email
	Newly eligible participants
	[Insert date]
	 

	Web Tools Mailer or Email
	All employees
	[Insert date]
	

	Participant Statements Distributed
	All participants
	[Insert Date]
	Sent from OneAmerica 


Ongoing communications — 2nd Quarter  (Year 1)
	Type of communication
	Audience
	Date
	Notes

	Save the date email or flyer – Retirement Basics meeting
	All employees
	[Insert date]
	

	Retirement Basics Meeting
	All interested employees
	[Insert date]
	

	Retirement Basics brochure
	All employees
	[Insert Date]
	

	Participant Statement Distributed
	All participants
	[Insert Date]
	Sent from OneAmerica


Ongoing communications — 3rd Quarter  (Year 1)
	Type of communication
	Audience
	Date
	Notes

	Enrollment Options Flyer
	Newly eligible participants
	[Insert date]
	 

	Online Asset Allocation Tool Mailer or Email
	All employees
	[Insert Date]
	

	Participant Statements Distributed
	All participants
	[Insert Date]
	Sent from OneAmerica


Ongoing communications — 4th Quarter  (Year 1)
	Type of communication
	Audience
	Date
	Notes

	Beneficiary Mailer or Email
	Employees with no beneficiary listed
	[Insert Date]
	

	Tax Deferral Mailer or Email
	All employees
	[Insert Date]
	

	Participant Statements Distributed
	All participants
	[Insert Date]
	 Sent from OneAmerica


Ongoing communications — 1st Quarter  (Year 2)
	Type of communication
	Audience
	Date
	Notes

	Asset Allocation Builder Brochure
	All employees
	[Insert date]
	

	Match Mailer or Email
	Participants not contributing match max
	[Insert date]
	

	Participant Statements Distributed
	All participants
	[Insert Date]
	Sent from OneAmerica 


Ongoing communications — 2st Quarter  (Year 2)
	Type of communication
	Audience
	Date
	Notes

	Start Today Mailer or Email
	All employees
	[Insert date]
	

	Consolidation Flyer or Email
	All participants
	[Insert date]
	

	Participant Statements Distributed
	All participants
	[Insert Date]
	Sent from OneAmerica 
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