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Resources 
 
1st Email 
Hi xxx, 
 
I would like to introduce you of the potential annual savings a salary sacrifice arrangement may bring to you for pension contributions. 
 
Salary Exchange or Salary Sacrifice is an arrangement where you can give up part of your earnings from your employer to your pension plan. As the salary is being ‘exchanged’ rather than paid, you won’t pay Income Tax or National Insurance Contributions (NICs) on the amount exchanged. Therefore, via the salary exchange scheme, you can pay the same amount into your pension but receive more net pay. 
 
I can look at your own pay/pension and provide examples for you. But as your employer, we believe that if you can pay the same into your pension but receive more in your “pocket” each month, it is seriously worth looking into.  
So is it for you, to move from your current set up, whereby you currently contribute directly to your pension to a salary exchange? 
Below is a link to a 14 mins presentation on salary sacrifice, with a worked example:  
(98) Boost your Take Home Pay | Salary Sacrifice Explained UK - YouTube 
For your information, XXX does NOT increase the pension contribution with the XXX’s National Insurance Savings, as this would not provide equality amongst our colleagues that are not currently in a salary exchange scheme. 
If you are interested in knowing more, please let me know, I can provide you with worked examples, based on your current pay.   
 
Kind regards, 
 
YYY 
[position] 
 
Then as a follow up, say 7 days later… 
 
2nd Email  
Hi xxx, 
 
Following my recent communication and presentation to you about Salary exchange, I am please to attached a worked example of your next pay slip showing the current pension contribution followed by your pension as a salary sacrifice.  
  
You will see that you take home an extra £A.AA with the salary sacrifice or approximately £BBB.BB per year. 
 If you would like to talk it through, just let me know.  
 Please note, that this is a worked example, and may vary if anything changes to your salary, such as tax code, government changes etc. 
If you want to make the change to salary sacrifice, please let me know and I will arrange a letter for you to sign, giving the company your permission to make the change.  
 
Kind regards, 
 
YYY 
[position] 
….. 
  
Current Pension Set Up 
  
Payslip Provided 
  
Salary Sacrifice Example Set Up: 
  
Payslip Provided 
 ….. 
 
Then with a variation of contract, the agreement for the employer to salary exchange the employers pay can commence.  
 
Letter to change of contract 
Dear xxx 
Variation to your Contract of Employment – Salary Sacrifice Pension 
Following our recent discussions, I understand that you have decided to be part of the salary sacrifice scheme operating within this organisation. The salary sacrifice scheme requires you to accept a reduction in your remuneration in return for a non-cash benefit. 
I understand that you agree to receive the pension benefit in return for a salary sacrifice. This means that from [date], you will sacrifice 5% of your salary, equating to £XXXX.XX per annum to your pension, before tax or National Insurance is deducted and your gross salary will be reduced by £XXX.XX each month. 
This change will result in a change to your contract of employment. 
Before deciding to go ahead with the salary sacrifice scheme you are advised to consider the impact that this change in your remuneration might have on any other benefits or schemes that you are part of. You might want to consider the impact on any insurance schemes you have in place such as income protection, life assurance, mortgage protection etc. 
 
A salary sacrifice for pension purposes will only apply whilst you are an active member of the Company’s pension scheme. If you choose to opt-out of the pension scheme your salary will return to the pre-sacrificed amount. 
 
Please sign the enclosed copy of this letter and return it to me to indicate your understanding and acceptance of these arrangements. 
Kind regards, 
 
YYY 
[position] 
 
………………………………………………….. 
I, [name], agree to the changes to my pension arrangements as detailed in this letter. 
 
Signed……………………………………………….                                    Date……………… 
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