Announcement of Leadership Transition

Date: [Insert Date]

Dear [Team/Company Name],

We are writing to inform you about an important transition in our leadership team. Effective
[Insert Effective Date], [Outgoing Leader's Name] will be stepping down from their role as
[Outgoing Leader's Position]. We are grateful for their dedication and leadership during their
tenure, and we wish them all the best in their future endeavors.

We are pleased to announce that [Incoming Leader's Name] will be assuming the role of
[Incoming Leader's Position]. [He/She/They] brings a wealth of experience and a strong vision
for the future of our organization. We are confident that [Incoming Leader's Name] will lead us
to new heights.

Please join us for a welcome reception on [Insert Date & Time] at [Insert Location], where you
will have the opportunity to meet [Incoming Leader's Name] and learn more about the exciting
plans for our organization moving forward.

Thank you for your continued support during this transition period.

Sincerely,

[Your Name]

[Your Position]

[Company Name]



