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Open Enrollment 
Sample Communication Calendar

Open enrollment is a busy and challenging 
time of year for HR professionals.
 

They are often swamped with work, support questions and paperwork. For this reason, it’s crucial that HR teams have  
an effective communication plan in place before open enrollment begins. These communications are essential to ensure 
employees understand and sign up for benefits packages. 

Creating a calendar allows HR professionals to prioritize employee communications before this busy season begins,  
improving organization and productivity during open enrollment. 

This calendar serves as an example of open enrollment communications for HR professionals.
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Note: This calendar is not an exhaustive list of open enrollment topics and does not address compliance obligations or requirements.


