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	[bookmark: _Hlk41991412]Hello [insert name of employee],
If you don’t understand pension tax relief, you’re not alone, but it pays to make the most of it.
The government encourages pension saving by giving tax incentives. Tax relief is one of the major benefits of saving into your workplace pension.
How does it work?
You could contribute £100 into your pension, and it would only cost you £80. This means you’d get a £20 boost from the government in the form of tax relief.
Most regular or single contributions will receive an additional 20% in the form of tax relief.
The more you pay into your pension, the more tax relief you’ll get.
For example:
	You pay
	Tax relief added
	Total contribution added to your pension plan

	£80
	£20
	£100

	£160
	£40
	£200

	£240
	£60
	£300



If you pay tax at a rate higher than basic rate, you could benefit from additional tax relief which you can claim from HM Revenue & Customs (HMRC). 
If you pay by salary exchange you’ve agreed to exchange part of your gross salary for a pension contribution.  This means you pay less tax and National Insurance contributions because your salary is reduced before these are taken. 
You’ll automatically receive the right level of tax relief without having to claim anything back from HMRC. To find out more about how salary exchange works, see Royal London’s website.  
Remember, the amount of tax relief you could receive depends on your individual circumstances, including where you live in the UK. Tax rules and legislation may change in the future.
Yours sincerely,
[Name Surname]
[Title]
[name.surname@email.com]

		Want to know more about your pension? [Use this section for relief at source GPP schemes]
Visit our pension hub for more useful information about your plan, discover how a pension works, or find out more about where your pension savings are invested.
If you’re not already paying into your workplace pension plan or would like to change how much you pay in, contact [us / the HR team / insert contact details] for more information.

	Want to know more about your pension? [Use this section for Salary Exchange GPP schemes]
Visit our pension hub for more useful information about your plan, discover how a pension works, or find out more about where your pension savings are invested.
If you’re not already paying into your workplace pension plan or would like to change how much you pay in, contact [us / the HR team / insert contact details] for more information.
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Keep an eye on your pension savings.




