
Leadership Change Announcement 

Date: [Insert Date] 

Dear [Team/Company Name], 

We hope this message finds you well. We are writing to inform you of an important change in 

our leadership team. Effective [Insert Effective Date], [New Leader's Name] will be taking over 

the role of [New Leader's Title]. [He/She/They] will succeed [Outgoing Leader's Name], who 

has decided to [reason for departure, e.g., pursue new opportunities, retire, etc.]. 

[New Leader's Name] comes to us with [brief background about the new leader, including 

experience, qualifications, and what they bring to the role]. We are confident that [his/her/their] 

leadership will guide us towards continued success and growth. 

We would like to take this opportunity to thank [Outgoing Leader's Name] for [his/her/their] 

invaluable contributions to [Company Name]. Under [his/her/their] leadership, we have achieved 

[mention any significant achievements or milestones]. We wish [him/her/them] all the best in 

[his/her/their] future endeavors. 

Please join us in welcoming [New Leader's Name] to [his/her/their] new role. We look forward 

to [his/her/their] leadership and vision. 

Thank you for your attention and support during this transition. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 


