[Practice Name]
[Practice Address]
[Date]
Dear [team member name],
I am writing to share some important news about the future of [Practice Name]. After careful consideration, I have made the decision to sell the practice to [Buyer’s Name / Company Name], with the change of ownership scheduled to take effect on [Settlement Date].
This decision has not been made lightly. As many of you know, our team, our patients, and the reputation we’ve built together mean a great deal to me. I believe that [Buyer’s Name] is the right person/organisation to continue the high level of care we provide and to support the practice’s long-term growth. They bring [insert brief positive attributes—e.g., strong clinical skills, community values, commitment to patient care, etc.] and are excited to work with each of you.

What this means for you
The change in ownership will involve a transition process for all staff. Under New Zealand employment law, your current employment agreement with me will come to an end on [Last Day of Employment With Current Owner].
[Buyer’s Name] intends to offer all current staff the opportunity to continue in their roles under new employment agreements. These agreements will be provided to you shortly, giving you time to review the terms, ask questions, and seek advice if you wish.
Before the transition date, you will receive:
· A new employment agreement from the new owner
· Information about any changes to policies or procedures
· The opportunity to meet and discuss the transition with [Buyer’s Name]
On your final day of employment with [Practice Name], you will receive your final pay, which includes all entitlements such as:
· Accrued annual leave
· Any alternative holidays owing
· Final wages up to your last working day
If you choose to accept the new employment agreement, your employment with the new owner will begin on [Start Date With New Owner], usually the day immediately following settlement.

Our commitment to a smooth and supportive transition
I understand that change can bring questions and uncertainty. I want to assure you that I am committed to an open and respectful transition process.
In the coming days, we will schedule a meeting for the whole team where [Buyer’s Name] and I will be available to talk through the sale, the timeline, and what to expect. Please feel free to come to me with any questions or concerns at any time.

Thank you
It has been a privilege to work alongside each of you. Your dedication to patient care and the positive culture you’ve helped create are the foundation of this practice’s success. I am confident that [Buyer’s Name] will value your contribution and continue to support a great workplace.
Thank you for your professionalism, your hard work, and your commitment during this transition period. I truly appreciate everything you do.
Warm regards,
[Your Name]
Principal Dentist / Practice Owner
[Practice Name]

