
Interim Personnel Changes Announcement 

Date: [Insert Date] 

Dear [Team/Department Name], 

We would like to inform you about some interim personnel changes within our organization. 

Effective [Start Date], the following changes will take place: 

• [Name] will be stepping in as [New Position] during this transitional period. 

• [Name] will assume the role of [Another Position] temporarily. 

• [Name] is transitioning to [Previous Position] until further notice. 

We appreciate your understanding and support as we navigate these changes. Each of the 

individuals stepping into interim roles is highly qualified and committed to ensuring continuity 

in our operations. 

If you have any questions, please feel free to reach out to [Contact Person's Name] at [Contact 

Information]. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 


