
Announcement of Leadership Change 

Dear Team, 

We want to take a moment to inform you about a significant change in our leadership structure 

as part of our ongoing efforts to enhance our performance and adapt to our evolving business 

landscape. 

Effective [Effective Date], [Outgoing Leader's Name], our [Outgoing Leader's Position], will be 

stepping down to pursue new opportunities. We appreciate their contributions and dedication 

during their tenure at [Company Name]. 

We are excited to announce that [Incoming Leader's Name], currently serving as [Incoming 

Leader's Current Position], will be stepping into the role of [New Position]. [He/She/They] 

brings [a brief summary of relevant experience or achievements]. 

We believe this change will position us to better meet the needs of our clients and drive the 

company forward. Please join us in thanking [Outgoing Leader's Name] for their efforts and 

welcoming [Incoming Leader's Name] into [his/her/their] new role. 

If you have any questions or concerns, please feel free to reach out to [Contact Person or HR]. 

Thank you for your continued support and dedication during this transition. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


