
Advisory Communication Regarding Change 

in Leadership Roles 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Change in Leadership Roles 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you of an important change in our 

leadership structure that will be effective as of [Effective Date]. This decision has been made to 

enhance our operational efficiency and to better align with our strategic goals. 

[Brief detail about the changes, e.g., "Effective immediately, [Name] will assume the role of 

[New Position], succeeding [Previous Position Holder]. We are confident that this change will 

bring fresh perspectives and drive our initiatives forward."] 

We appreciate your understanding and support during this transition. Should you have any 

questions or require further information, please do not hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


