
Date: [Insert Date] 

To: [Recipient Name/Human Resources Department] 

From: [Your Name/Current Title] 

Subject: Transition Recommendation for Benefits and Compensation Analyst Role 

Dear [Recipient Name], 

As I prepare to transition from my role as Benefits and Compensation Analyst, I am providing 

this formal recommendation regarding the succession and handover of my current 

responsibilities to ensure the continuity of our total rewards programs. 

To maintain operational efficiency, I recommend focusing the incoming analyst on the following 

priority areas during the first 90 days: 

• Salary Benchmarking: Completion of the annual market data analysis to ensure 

competitive pay positioning. 

• Open Enrollment Preparation: Finalizing vendor renewals and updating the benefits 

portal for the upcoming cycle. 

• Regulatory Compliance: Conducting the quarterly audit of FLSA classifications and 

ACA reporting requirements. 

• Systems Management: Transitioning administrator access for the HRIS and 

compensation management software. 

I have organized all relevant documentation, including current salary structures, plan summaries, 

and vendor contact lists, within the shared departmental folder. My pending projects have been 

updated with status notes and upcoming deadlines. 

I recommend [Colleague Name] as the interim point of contact for urgent compensation inquiries 

during the search for a permanent replacement. I am committed to assisting with a smooth 

handover before my departure date on [Last Working Date]. 

Thank you for the opportunity to have contributed to the team. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Contact Information] 


