



 DDth Month 20XX 
[employer logo] 
Mr AB Sample 
Sample Title 
Sample Company Name 
Sample Road 
Sample Town 
Sample County 
AB1 2CD 

Take your pension to the next level
Could you use your bonus to help boost your future prospects?

Dear Mr Name 

Your [month] Bonus is due to be paid soon. With [employer name]’s Bonus Exchange you can choose to have all, or part of your [Month] bonus paid directly into your pension pot instead of receiving it as part of your salary. This is a tax-efficient way of investing for the future. 
Bonus Exchange deadline
[DD Month YYYY]
Don’t miss out.


Please remember, the value of a pension can go down as well as up and is not guaranteed. It could be worth less than has been invested. Furthermore, tax benefits are subject to change and their value depends on your individual circumstances.

Why might you choose to put all or part of your bonus into your pension pot? 

Bonus Exchange could be a quick and easy way to help give your pension a boost as well as providing savings on your tax and National Insurance (NI) contributions as you can see in the table below. Under current rules, the earliest you can normally access your pension money is at age 55 (57 from 2028). Please see your pension literature for details of tax allowances and administration and fund charges.
	You’re a basic-rate taxpayer

	Your employer offers you a £1,000 bonus paid in the 2021/22 tax year which you can take as cash or a pension payment

	Without Bonus Exchange - take as cash
	With Bonus Exchange - take as pension payment

	If you take cash, you pay £200 income tax
	If you exchange your bonus for a pension payment, your employer will pay the £1,000 into your pension and you won't pay tax on this contribution.

	You pay £120 NI on this amount
	You do not have to pay NI on this amount

	You receive a net bonus of £680
	Your total pension investment is £1,000


The countdown begins
Employer contact
To find out more, please get in touch with your [HR/Payroll contact]
Email: xx@company.com
Call: xxxx xxxxxx

Bonus Exchange may not be suitable for everyone, so check with our [HR/Payroll Department] before [DD Month YYYY], to see how it will work for you. 

Once you’ve agreed to exchange your bonus, you are unable to change your mind. If you’re in any doubt about its suitability, you should contact a financial adviser who may charge you for the advice they give you. If you need help finding an adviser, please visit unbiased.co.uk.

Yours sincerely,

[A Name] 
[Title, Your Company]
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