[Your Name]

[Your Title/Role]
[Your Phone Number]
[Your Email Address]

[Date]

[Recipient Name]
[Recipient Title]
[Company Name]
[Company Address]

Dear [Recipient Name],
Subject: Strategic Succession Planning and Executive Transition

As [Company Name] continues to evolve, the importance of maintaining long-term institutional
stability and leadership continuity becomes increasingly paramount. I am writing to you today to
initiate a confidential discussion regarding the future leadership trajectory of the organization
and the eventual transition of senior executive responsibilities.

Having dedicated [Number] years to the growth and success of this company, my primary
objective is to ensure that the legacy we have built remains secure. I believe it is prudent to begin
a speculative and structured succession planning process now, while the organization is in a
position of strength. This proactive approach will allow us to identify internal talent, define the
necessary competencies for future leadership, and ensure a seamless transfer of knowledge and
authority when the time is right.

I would like to propose a meeting to discuss the following points:

o Timeline considerations for a phased leadership transition.

o Identification and mentorship of potential internal successors.

o Strategies for retaining stakeholder confidence during periods of change.

o The potential for a transitional advisory role to support the incoming executive.
This is not a notice of immediate departure, but rather a commitment to the long-term health of
[Company Name]. [ am eager to collaborate with the Board and the executive team to develop a
robust roadmap that serves the best interests of our employees and shareholders.
I look forward to hearing your thoughts on how we might best approach this planning phase.
Sincerely,

[Your Signature]

[Your Printed Name]



