Sample Letters for HR/Payroll

Sample Letter #1 about electronic payroll savings through TreasuryDirect (uses employee brochure available at http://www.treasurydirect.gov/instit/savbond/mat/mat.htm as the enclosure)

Good news!   You can now purchase savings bonds online through payroll deduction!

We want to let you know about an exciting new opportunity that the U.S. Treasury Department is offering.  You now have choices about how you purchase savings bonds.  You can use payroll deduction to purchase electronic (that is, paperless) savings bonds through a web-based system called TreasuryDirect.  This system allows you to establish an online account with the U.S. Treasury to purchase, hold, and manage securities.  Through a payroll deduction, just like one you would use to contribute to a bank or credit union account, you can transfer funds to your TreasuryDirect account and purchase savings bonds.  You may also choose to continue purchasing paper savings bonds the way you always have, or you can choose to do both – buy electronic savings bonds and buy paper savings bonds.  It’s up to you!

Consider these additional benefits when you open a TreasuryDirect account:

· You can purchase and redeem your savings bonds online

· You can view and track your purchases and account activity online

· You can access and print detailed information about your current holdings 24 hours a day

· In the future, you will also be able to purchase Treasury bills, notes and Treasury Inflation-Protected Securities (TIPS) through the same TreasuryDirect account.  

Why is the U.S. Treasury offering you this new way of purchasing savings bonds through payroll?  Like most providers of financial products and services, the U.S. Treasury is working hard to modernize its programs and make them more attractive to the growing number of individuals who prefer electronic investments they can manage themselves online, with 24-hour access.  Together with its new electronic savings bonds, the U.S. Treasury is continuing to offer traditional paper savings bonds as an option through payroll deduction.

We strongly support the U.S. Savings Bonds Program.  For this reason, we want to offer you convenient and efficient options to purchase savings bonds through the payroll savings program. You can use this program to finance your children’s education, supplement your future retirement income, or save for any other purpose–all backed by the full faith and credit of the United States.  As with the paper savings bond program, TreasuryDirect provides you with a convenient way to save.

We encourage you to visit www.treasurydirect.gov for more information and a guided tour of TreasuryDirect.  In the meantime, we have enclosed a brochure with frequently asked questions to help you get started with electronic payroll savings.

Sample Letter #2 about the advantages of savings bonds

There’s no better time to start saving for tomorrow than right now.  U.S. Savings Bonds are the perfect way to save for a major purchase, such as a house or college education, or to set up an emergency fund.
In addition to the well-known Series EE Savings Bond, the inflation-indexed 

I Bond is also available.  The I Bond earns an adjustable interest rate that keeps your savings growing over and above inflation for up to 30 years.  This means a rising cost of living won't erode your purchasing power.  The Series EE Savings Bond offers market-based rates.  You can now choose how you want your money to grow.
Savings Bonds are safe because they are backed by the full faith and credit of the United States.  Your money is guaranteed to grow and be there when you want it.
The money you put into Savings Bonds is not locked away for years where you can't get to it. If you have an unexpected need, you have access to your money after an initial twelve-month holding period.
Earnings from Savings Bonds are exempt from local and state income taxes. Federal income taxes are deferred until you choose to redeem your bonds or when they stop earning interest at 30 years.  You may even be able to avoid federal income taxes if you use your earnings to pay for qualified higher education expenses.  

Finally, the Treasury offers several ways to purchase U.S. Savings Bonds.  You can use payroll deduction to purchase electronic (that is, paperless) savings bonds through a web-based system called TreasuryDirect.  This system allows you to establish an online account with the U.S. Treasury to purchase, hold, and manage securities.  Through a payroll deduction, just like one you would use to contribute to a bank or credit union account, you can transfer funds to your TreasuryDirect account and purchase savings bonds.  You may also choose to continue purchasing paper savings bonds the way you always have through payroll savings, or you can choose to do both – buy electronic savings bonds and buy paper savings bonds.  It’s up to you!

In addition, most financial institutions offer savings bonds.  

I encourage you to find out more about U.S. Savings Bonds and start saving now for future goals.  Visit www.treasurydirect.gov for a wealth of detailed information and tools to track your Savings Bonds holdings.
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