
Board Director Transition Planning 

Document 

Date: [Insert Date] 

To Whom It May Concern, 

As we embark on the transition of our Board of Directors, it is essential to ensure a smooth and 

effective process. This document outlines the key steps and considerations for the transition of 

[Name of Director] from their current role as [Title] to [New Title or Departure details]. 

1. Transition Timeline 

• Start Date of Transition: [Insert Start Date] 

• End Date of Transition: [Insert End Date] 

2. Transition Goals 

• Ensure clarity in roles and responsibilities. 

• Maintain continuity of operations and leadership. 

• Facilitate knowledge transfer between outgoing and incoming directors. 

3. Key Contacts 

• Outgoing Director: [Name, Email, Phone] 

• Incoming Director: [Name, Email, Phone] 

4. Key Responsibilities during Transition 

It is imperative that the following tasks are completed during the transition: 

1. Schedule a series of handover meetings. 

2. Prepare relevant documents and reports for the incoming director. 

3. Conduct an orientation for the incoming director. 

We appreciate everyone's cooperation and support during this transition process. Please feel free 

to reach out with any questions or concerns. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Organization] 

[Your Contact Information] 


