
Executive Succession Plan 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Organization: [Company Name] 

Dear [Recipient's Name], 

As part of our commitment to ensure organizational stability and continuity, we have developed 

an Executive Succession Plan to identify and prepare potential leaders to take on critical roles 

within [Company Name]. This proactive approach will help us manage transitions smoothly and 

maintain productivity amid changes in leadership. 

The Succession Plan includes the following key components: 

• Identification of key positions and roles 

• Criteria for assessment of potential successors 

• Development plans for identified candidates 

• Timeline for succession planning and implementation 

We believe that investing in our leadership pipeline is vital to the long-term success of our 

organization. We encourage you to review this plan and provide your feedback by [Feedback 

Deadline]. Your insights will be valuable as we move forward with this critical initiative. 

Thank you for your attention to this important matter. We look forward to your continued 

support in strengthening our leadership capabilities. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


