Notification of Executive Leadership Update

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]
Subject: Executive Leadership Update
Dear [Recipient's Name],
We are writing to inform you of an important update regarding our executive leadership team. As
part of our ongoing efforts to strengthen our organizational structure and enhance operational
efficiency, we are pleased to announce the following changes:
« [New Executive's Name] - [New Position] - Effective [Start Date]
o [Existing Executive's Name] - [New Position] - Effective [Start Date]
o [Departing Executive's Name] - [Departing Position] - Leaving [Date]
These changes reflect our commitment to aligning our leadership with our strategic goals. We
believe that these appointments will significantly contribute to our mission and enhance our

capacity to serve our clients.

We appreciate your support and understanding during this transition period. Should you have any
questions or require further information, please do not hesitate to reach out.

Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Title]
[Your Organization]



