Succession Planning Progress Update

Date: [Insert Date]
Dear [Recipient's Name],
I hope this message finds you well. I am writing to provide you with an update on our succession

planning initiatives as of [Insert Date]. Our goal is to ensure a smooth transition and continuity in
leadership as we move forward.

1. Current Status

We have successfully identified key positions within the organization that require succession
planning. The following roles have been prioritized:

o [Position 1]

e [Position 2]
e [Position 3]

2. Talent Assessment

We have conducted talent assessments for potential successors and have identified the following
candidates for development:

« [Candidate 1] - [Position]

o [Candidate 2] - [Position]
e [Candidate 3] - [Position]

3. Development Plans
Each identified candidate has a tailored development plan that includes mentorship, training, and

leadership opportunities. Our focus is on equipping them with the necessary skills and
experiences.

4. Next Steps

We will continue to monitor progress and make adjustments as needed. Our next review meeting
is scheduled for [Insert Date] to assess the effectiveness of our development plans.

Thank you for your continued support and commitment to our succession planning efforts.
Should you have any questions or suggestions, please feel free to reach out.

Sincerely,



[Your Name]
[Your Position]

[Your Company]



