
Executive Continuity Planning 

Date: [Insert Date] 

To: [Insert Recipient Name] 

Title: [Insert Recipient Title] 

Company: [Insert Company Name] 

Dear [Recipient Name], 

As part of our commitment to ensuring business continuity and the smooth operation of our 

organization, we are implementing an Executive Continuity Plan. This plan is designed to 

safeguard our company's leadership structure in the event of unforeseen circumstances. 

Key components of the Executive Continuity Plan include: 

• Identification of critical roles and responsibilities 

• Succession planning for key executives 

• Communication strategies for internal and external stakeholders 

• Regular review and updates of the plan 

We would like to schedule a meeting to discuss this initiative further and gather your insights on 

best practices pertinent to our organization. Please let us know your availability for this 

discussion. 

Thank you for your attention to this important matter. We look forward to your feedback. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


