Sample Call Script/Letter to Notify Client an Agency Employee Is Leaving

Dear Mr. Big,

[We’re a great team.]

It has been a good year so far, and we were especially delighted that our recent work for your Wunderfull Widget® brand introduction received recognition for effectiveness in the form of an EFFIE Award. We’re never prouder than when our creative efforts deliver results for our clients.

[There are always bumps in the road, but we know how to handle them.] 

However, I regret to announce a change in how we serve you. Andrew Black, our Creative Director and one of your key service team members, is leaving ABC Advertising & Marketing to stretch his creative muscles on the west coast. We will all miss his strategic skills and ability to hone a message to its most direct and impactful form. He knew how to deliver the goods.

[Your ride will be as smooth as we can make it. Our talent is deep and the transition will be seamless.]

I’d like to reassure you that we will continue to fulfill your marketing needs with great ideas and on-target results. We have assigned Jeff Kosinski, with whom you have worked in the past, to succeed Andrew as your lead creative contact at ABC. Jeff has been a member of your team for three years, and has very similar creative sensibilities to Andrew’s, so we believe he’ll quickly become your go-to idea guy. We have faith in him, having just promoted him our new Creative Director. And of course, your primary account service contact, Courtney Wells, will be on point to guide our service team and keep them strategically focused.

[Just to make sure, I’m stepping in.]

I’ll personally join Jeff in meetings for several weeks, just to make sure you and he “mesh” and you are comfortable with the change in team personnel. And you may always call me directly at 157-0309 if you have any concerns.

[Good things will continue; here’s what’s in the pipeline.]

Jeff and Courtney have some great ideas percolating for Wunderfull Widgets follow-up marketing. I’ll call Thursday to discuss those further. I look forward to continuing our mutually successful partnership. Thanks and talk to you soon.

Christine Ideagen

President

ABC Advertising & Marketing

