
Succession Planning Letter 

Date: [Insert Date] 

To: [Board Members/Staff/Stakeholders] 

From: [Your Name]  

[Your Title]  

[Organization Name]  

[Contact Information] 

Dear [Recipient's Name], 

As we continue to strive towards achieving our mission at [Organization Name], it is vital that 

we implement a comprehensive succession planning process. This will ensure continuity in 

leadership and sustained organizational effectiveness. 

The purpose of this letter is to outline our approach to succession planning and to engage you in 

this essential initiative. We recognize the importance of identifying and developing future 

leaders within our organization to safeguard our legacy and mission. 

We propose the following steps in our succession planning process: 

• Conduct assessments to identify key positions and potential successors. 

• Implement training and mentorship programs for emerging leaders. 

• Create a formal succession plan document outlining roles, responsibilities, and timelines. 

• Review and update the plan annually to address any changes in our organization. 

Your support and input are crucial as we embark on this journey. We invite you to participate in 

an upcoming meeting on [insert date] where we will discuss this proposal in detail and 

collaborate on the next steps. 

Thank you for your commitment to [Organization Name]. Together, we can ensure a robust 

future for our organization. 

Sincerely, 

[Your Name]  

[Your Title]  

[Organization Name] 


