Employee Benefits Communication Checklist /| FIRST HILL

Use this checklist to evaluate whether your organization’s benefits communication approach helps employees clearly
understand their options, make informed decisions, and complete enrollment with confidence.

Employee benefits are one of the most important and complex areas of workplace communication. Employees often need to
understand multiple plan options, coverage details, costs, and enrollment deadlines within a short period of time.

A structured communication strategy helps employees understand what benefits are available, how those benefits work, and
what actions they need to take. This checklist helps employers review whether their benefits communication process is clear,
coordinated, and supportive of employee decision-making.

3 1. Define the Communication Objective
C@®
O The purpose of the communication is clearly defined
Example: “This message explains the new medical plan options and what employees need to do

during open enrollment.”

[0 The message explains why the information matters to employees
O Required employee actions are clearly identified

O Enrollment deadlines or key dates are clearly stated

0 Employees understand what decisions they need to make

© 2. Identify the Right Employee Audience

O The communication clearly identifies which employees the message applies to
Example: “This update applies to all full-time employees eligible for the company medical plan.”

O Communications are tailored to the correct employee groups
O Managers receive guidance if employees are likely to ask questions
O Remote or field employees can easily access benefits information

O The communication method fits how employees typically receive information
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(3] 3. Make Benefits Information Easy to Understand

@ [ Plan options are explained in simple, plain language
Example: “Plan A has a lower monthly premium but a higher deductible. Plan B has a higher
premium but lower out-of-pocket costs when you receive care.”

[ Benefits descriptions avoid technical or insurance terminology when possible
1 Differences between plan options are easy to compare
1 Costs, deductibles, and employee contributions are clearly explained

1 Materials help employees understand when each option may be appropriate.

(4 4. Use Multiple Communication Channels

I Important benefits updates are communicated through more than one channel
Example: Employees receive an open enrollment email, an enrollment guide, and access to a
recorded benefits overview meeting.

[ Employees receive written materials they can review later
1 Meetings, webinars, or recorded sessions support complex benefits topics
1 Benefits information is easy to locate after enrollment

1 Employees know where to go for reliable benefits information

(5 5. Prepare for Questions and Employee Support

@ 0] Employees know exactly who to contact with benefits questions
Example: “For questions about plan options, contact HR at benefits@company.com or attend
the scheduled Q&A session.”

1 HR or benefits teams are prepared to answer common questions
[0 Managers have guidance if employees ask about benefits decisions
I Frequently asked questions are captured and addressed

1 Additional communication is planned if confusion appears during enrollment
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(6] 6. Review Whether the Communication Worked

[ Employees completed enrollment decisions on time
Example: “95% of employees completed open enrollment before the deadline.”

[0 Common employee questions helped identify unclear areas
[J Employees appeared confident in their benefits choices
[d Communication reached the intended employee groups

[ Lessons learned are documented to improve future communication

Quick Self-Assessment

After completing the checklist, review how many items you were able to confidently check.

Mostly Checked

Your organization likely has a well-structured benefits communication process. Continue reviewing materials each year to
ensure information remains clear and easy for employees to understand.

Some Items Unchecked

There may be areas where employees are receiving incomplete or confusing benefits information. Review the sections where
items were left unchecked to identify opportunities for improvement.

Many Items Unchecked

Your organization may benefit from developing a more structured benefits communication strategy. Improving clarity around
plan options, enrollment guidance, and employee support can significantly improve employee understanding and decision-
making.

What to Do Next

Step 1 — Identify where communication gaps exist

Review the sections where several items were left unchecked. These areas often indicate where employees may be
experiencing confusion.

Step 2 — Identify the primary communication challenge

Common issues include:

¢ unclear explanations of plan options

o difficulty comparing benefits

¢ limited communication channels
¢ insufficient support during enrollment
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Step 3 — Implement one improvement before the next enrollment cycle

Choose one improvement such as:

¢ adding a simple side-by-side plan comparison chart

¢ simplifying benefits descriptions using plain language

* hosting a short benefits overview meeting or webinar

e creating clearer employee support resources

Step 4 — Apply the improved approach during the next benefits communication cycle

Use this checklist before your next open enrollment, benefits announcement, or new-hire onboarding communication.

Step 5 — Build a repeatable communication process

Over time, develop a consistent benefits communication approach that employees can rely on each year.

Putting This Approach into Practice

Improving employee benefits communication rarely requires a complete redesign. In many cases, small adjustments — clearer
explanations, better plan comparisons, or more accessible support — can significantly improve how employees understand
their options.

By identifying common communication challenges and implementing one practical improvement in each enrollment cycle,
organizations can gradually build a communication process that employees understand and trust.

The checklist above is designed to help plan sponsors take a structured first step.
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About First Hill Trust

First Hill Trust is a retirement plan solution provider that delivers a comprehensive employee benefits back office for plan
sponsors who want clearer accountability, stronger governance, and fewer operational handoffs. Our work is grounded in
helping sponsors understand and strengthen the oversight of their plan. We focus on clarifying where responsibility sits, how
decisions are executed, and how oversight functions in practice, not just on paper

We work behind the scenes to support plans that value clarity, consistency, and confidence in how they are managed. If you'd
like more information or a high-level review of how your retirement plan is governed today, click the link to schedule a brief
review, or contact us (206)-625-1800.

Schedule a Brief Review
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http://www.firsthilltrust.com/contact

Important Disclosures

Educational purpose only. Provided by First Hill Trust Company for general informational and educational purposes only. It is not legal, tax, accounting, investment, or
fiduciary advice, does not constitute a recommendation regarding any plan, investment, strategy, or course of action, and does not consider any recipient’s specific
circumstances. Consult your own qualified advisors before acting.

No offer, agreement, or commitment. Nothing in this material constitutes an offer, solicitation, agreement, or commitment to provide any particular service or to assume
any particular responsibility. Descriptions of what a trustee, administrator, adviser, committee, employer, or other party “may” or “can” do are illustrative of how such
arrangements commonly work and do not describe the terms of any specific engagement. The actual services provided, the allocation of responsibilities, the scope of any
delegation, and the duties of any party are governed solely by the applicable plan documents, trust agreement, advisory agreement, and written service agreements. In
the event of any inconsistency, those documents control.

Services and regulatory status. First Hill Trust Company and its affiliates offer retirement plan services, recordkeeping and administrative services, trust and fiduciary
services, investment advisory services, and group benefits services, in each case subject to applicable regulatory requirements and the terms of the relevant agreements.
Not all services are offered to all clients, in all states, or in all circumstances. Investment advisory services are offered through an affiliated investment adviser; a copy of
its Form ADV Part 2A is available upon request. Insurance and group benefits products are offered through appropriately licensed entities. The availability and scope of
any service depend on eligibility and the applicable agreements.

Fiduciary status under ERISA. Fiduciary status under the Employee Retirement Income Security Act of 1974, as amended (‘ERISA”), is determined based on the
functions performed and the authority exercised, not on titles or labels. Whether any particular party is acting as a fiduciary, and the scope of any related duties or
potential liability, depends on the facts and circumstances specific to the plan and the relationship. Engaging a trustee, adviser, or other service provider does not
eliminate a plan sponsor’s or committee’s own fiduciary responsibilities, including the duties to prudently select and monitor any party to whom responsibilities are
delegated.

Affiliated entities and conflicts of interest. First Hill Trust Company is affiliated with other entities, including an affiliated investment adviser and entities providing
administrative, trust, or other services. These relationships may create conflicts of interest, including where an affiliate is engaged or compensated in connection with a
plan. Such conflicts and compensation are described in the applicable service agreements and the affiliated adviser's Form ADV Part 2A; fiduciaries should consider
them when evaluating any engagement.

Statutory and regulatory references. References to ERISA, the Internal Revenue Code, and related statutory or regulatory provisions are general summaries only.
They are not a substitute for review of the actual statutory text, regulations, or guidance from the Department of Labor, Internal Revenue Service, or other relevant
authorities, and they do not address how those provisions may apply to any particular plan, sponsor, fiduciary, or individual. Laws, regulations, and guidance are subject
to change and to interpretation by the relevant agencies and courts. Examples, categories, and situations described are simplified for illustration and may not reflect the
requirements or circumstances of any particular plan or person.

No guarantee of results; investment risk. References to governance, fiduciary practices, risk reduction, or outcomes describe common industry approaches and
potential benefits, not promises or guarantees of any result, of compliance, or of protection from liability, loss, or claims. All investing involves risk, including possible loss
of principal; diversification does not ensure a profit or protect against loss. Past performance does not guarantee future results.

For more information, contact First Hill Trust Company at (206) 625-1800 or visit firsthilltrust.com.
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