
Business Succession Announcement 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you about an important transition 

occurring within our organization. After careful consideration and planning, we have decided to 

initiate a business succession plan to ensure the continued success of [Company Name]. 

As of [Effective Date], [New Successor's Name] will be assuming the role of [New Position] and 

will be responsible for leading our team. [He/She/They] brings a wealth of experience and a 

fresh perspective that we believe will greatly benefit our company and clients. 

We are committed to a seamless transition and will be working closely with [New Successor's 

Name] to provide all the necessary support and resources. We value your partnership and want to 

assure you that our dedication to delivering exceptional service remains unchanged. 

If you have any questions or concerns regarding this transition, please feel free to reach out to me 

directly at [Your Contact Information]. Thank you for your continued trust and support as we 

embark on this new chapter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


