
Hard to believe 2020 is around the corner, right? By now, you should already 
know about any big changes affecting your benefits next year (if not, time to 
hustle!). With those in mind, start thinking about the following:

• WHAT ARE YOUR COMMUNICATION GOALS? Do you want to increase enrollment? Encourage 
enrollment in a particular plan or plans? Increase benefits scores on employee engagement surveys? 
Decide how you’ll measure success and bake the measurement into your communication plan.

• GROUP CHANGES INTO BUCKETS by change impact and who they affect. This will inform your strategy 
and show you where you may need targeted messages.

Start planning your 
communications strategy. Since 
you’ve already thought about 
your goals and grouped your 
OE changes into buckets, you’re 
ahead of the game.

• MAP OUT YOUR STRATEGY. An 
audience grid with key messages and 
how they will be delivered helps you get 
the big picture, identify gaps, and start 
conversations with key stakeholders.

• LINE UP YOUR RESOURCES. 
Whether it’s local HR, writers, printers, 
programmers, or someone else – talk 
to them early. Don’t wait until the 11th 
hour to find out key partners aren’t 
available.

• CREATE A WORK PLAN. Use a 
variety of media and several reminders 
so employees are aware of the 
enrollment deadline. Allow time for key 
stakeholders to review advance copies 
of communications.

Create your key messages and 
design ideas, and then get 
going on the most urgent items 
in your work plan.

• CONSIDER CREATING A 
“BOILERPLATE” OR KEY MESSAGES 
DOCUMENT so you have approved 
(and consistent!) wording to pull from 
when drafting communications.

• SHOW YOUR DESIGN OR BRANDING 
IDEAS at the same time your approvers 
are reviewing key messages.

• EXECUTE YOUR WORK PLAN 
and create the most time-sensitive 
communications first.

• SHARE DRAFTS WITH KEY 
STAKEHOLDERS like senior leadership 
and human resources before you send 
any messages to employees.

• CONSIDER SENDING A PREVIEW 
MESSAGE TO EMPLOYEES telling 
them when they will get the full details 
and how.

It’s go time. Make sure you’re 
ready to help employees before 
they enroll!

• ROLL OUT YOUR OE 
COMMUNICATIONS WITH PLAN 
DETAILS. Whoever answers employee 
questions about benefits needs to be 
equipped and ready to go.

• COLLECT FREQUENTLY ASKED 
QUESTIONS so you can post answers 
to common questions.

• OPEN ENROLLMENT TYPICALLY 
HAPPENS NOW. Be prepared to 
communicate about any potential 
system issues.

• START WORKING ON YOUR NEW 
HIRE COMMUNICATIONS, so your 
benefits materials are up to date 
when you hire employees during the 
new plan year.

Congratulations on another 
successful enrollment! Now’s 
a great time to thank your 
colleagues and partners for 
their efforts.

• SEND REMINDERS about things like 
when new ID cards will arrive, spending 
account deadines, etc.

• FINALIZE YOUR NEW HIRE BENEFITS 
COMMUNICATIONS.

• CONSIDER A POST-ENROLLMENT 
SURVEY to gauge employees’ 
enrollment experience. 
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DON’T FORGET!
HSA and 401(k) contribution limits have changed for 2020! Be sure you’re using the latest numbers.

Are you on target for 

2020 OPEN 
ENROLLMENT?




