[Your Full Name]

[Current Title / Outgoing COO]
[Organization Name]

[Contact Information]

[Date]

[Recipient Name or Board of Directors]
[Organization Name]
[Address]

Subject: COO Succession and Leadership Transition Plan
Dear [Recipient Name/Board of Directors],

As we prepare for the upcoming leadership transition within the Chief Operating Officer role, |
am writing to formally present the framework for a seamless succession. My primary objective is
to ensure that [Organization Name] maintains its operational momentum and cultural integrity
throughout this period.

Enclosed with this letter is a detailed transition roadmap which includes:

e Operational Continuity: Current status of high-priority projects and departmental
milestones.

o Knowledge Transfer: A schedule for briefing the successor on proprietary systems, key
vendor relationships, and internal workflows.

o Stakeholder Management: A strategy for introducing the new COO to critical partners
and internal teams.

e Governance and Compliance: A summary of pending regulatory obligations and internal
policy oversight.

I am committed to working closely with [Successor Name/The Search Committee] during the next
[Number] months to facilitate a thorough handover of responsibilities. We have identified key
performance indicators that will serve as benchmarks for a successful transition, ensuring no
disruption to our core business functions.

I want to express my gratitude for the support provided during my tenure. I look forward to
finalizing these transition details and ensuring that the incoming COO is positioned for long-term

SucCcCess.

Sincerely,

[Your Signature]



[Your Printed Name]



