
Succession Planning Process Outline 

Date: _________ 

To: [Recipient Name] 

From: [Your Name] 

Subject: Succession Planning Process Outline 

 

Introduction 

This letter serves to outline the succession planning process for [Organization Name]. 

1. Purpose of Succession Planning 

To ensure continuity of leadership and to identify potential successors for key positions. 

2. Roles and Responsibilities 

• HR Department: Facilitate the process and collect relevant data. 

• Management Team: Identify key roles and potential successors. 

• Employees: Engage in development opportunities. 

3. Key Steps in the Process 

1. Identify critical roles within the organization. 

2. Assess current employees' skills and performance. 

3. Determine potential successors for each role. 

4. Create development plans for successors. 

5. Monitor progress and adjust plans as needed. 

4. Timeline 

The succession planning process will commence on [Start Date] and conclude by [End Date]. 

5. Conclusion 

We believe that effective succession planning is crucial to the long-term success of 

[Organization Name]. Thank you for your attention to this important process. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


