Business Succession Letter

Date: [Insert Date]

[Recipient Name]
[Recipient Title/Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Recipient Name],

| hope this letter finds you well. As we look to the future of [Company Name], | want to take a
moment to discuss the succession plan for our business as | transition to the next phase of my
career.

After much consideration, I have decided that [Name of Successor], [Relationship to You, if
applicable], will take over as [Position/Title]. I am confident that [he/she/they] possesses the
skills, vision, and dedication necessary to lead our company effectively into the next generation.

Over the coming months, | will be working closely with [Name of Successor] to ensure a smooth
transition, including sharing insights on our operations, culture, and strategic direction. | believe
this approach will not only honor the legacy we have built but also pave the way for continued
success.

It is imperative that our team understands and supports [Name of Successor] during this
transition. [He/She/They] will be reaching out to each of you to discuss shared goals and any
concerns you might have.

Thank you for your ongoing support and commitment to [Company Name]. | am excited about
what the future holds and am confident that with our collective efforts, we will thrive.

Warm regards,
[Your Name]

[Your Position]
[Company Name]



