Succession Planning Notification

Date: [Insert Date]

To: [Recipient Name]
Position: [Recipient Position]
Company: [Company Name]

Dear [Recipient Name],

As part of our commitment to sustainable growth and organizational resilience, we are initiating
a succession planning process for [Position Title or Key Role] within our tech startup. This
strategy is designed to ensure that our team maintains continuity and that we are prepared for
potential transitions in leadership or key roles.

We recognize the vital importance of having a clear plan in place, particularly in the fast-paced
tech industry. Therefore, we invite you to participate in discussions around identifying and
developing internal candidates who can step into crucial positions as they become available.

As we move forward, we will be assessing current roles and responsibilities, performance
metrics, and potential leadership candidates among our team members. Your insights and
recommendations will be invaluable during this process.

Please let us know your availability for a meeting to discuss this further. We appreciate your
support as we work together to secure the future of [Company Name].

Thank you for your attention to this important initiative.
Sincerely,

[Your Name]

[Your Title]

[Company Name]
[Contact Information]



