


VENDOR SELECTION NOTICE/LETTER

(Date)

(addressee)

(company)

(address)

(city, state,  ZIP)

Dear (addressee’s name here):

We have completed our review of 403(b) vendors and want you to know that we are retaining your organization as one of our selected vendors.  To recognize this partnership, we ask that you sign the enclosed service provider agreement duly executed by (school district name here), as plan sponsor and administrator.  We also ask that you return a signed copy of the enclosed adoption agreement and retain a copy for your records.

We welcome the opportunity to continue working with you and know that our cooperative efforts will bring strength to our partnership and benefit our employees.  Please feel free to contact (fill in name, address, phone number, and e-mail address) with any requests or inquiries regarding our 403(b) plan and its participants.

Sincerely,

(author’s name here)

(author’s title here)

Enclosures

This sample document is provided by the WEA Tax Sheltered Annuity Trust program to assist you with the development of your 403(b) program.  This sample document is not intended to constitute legal or tax advice.  The language of this document may not satisfy all the needs of your specific 403(b) program.  You should consult with your legal and tax advisor(s) prior to adopting any documents for your 403(b) program.  You may also review the model plan language issued by the Internal Revenue Service, which can be found in Revenue Procedure 2007-71.
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