
CEO Succession Plan 

Date: [Insert Date] 

To: [Board of Directors/Company Name] 

Dear Members of the Board, 

As part of our commitment to ensuring the long-term success and stability of [Company Name], 

I am writing to present the CEO succession plan that outlines the strategies for leadership 

continuity. 

Overview 

In the event of a planned or unplanned vacancy in the CEO position, this plan will ensure a 

seamless transition of leadership while maintaining operational stability and strategic focus. 

Succession Candidates 

We have identified several potential internal candidates who possess the skills and experience 

necessary to assume the role of CEO. These candidates have been evaluated based on their 

performance, leadership abilities, and alignment with our company values. 

Development Plans 

To prepare these candidates for leadership roles, we will implement individual development 

plans that include mentorship, training, and increased responsibilities. Regular assessments will 

be conducted to track their progress. 

Emergency Succession 

In the case of an emergency or unexpected departure of the CEO, the following interim 

leadership structure will be enforced: 

• [Name], [Position] - First point of contact 

• [Name], [Position] - Backup Contact 

Review and Updates 

This succession plan will be reviewed annually to ensure its effectiveness and to make necessary 

adjustments based on the evolving needs of the company. 



Thank you for your attention to this important matter. I look forward to our continued success at 

[Company Name]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 


