
Temporary Work Assignment Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Summary of Temporary Work Assignment 

Overview 

This letter serves as a summary of my temporary work assignment at [Company/Department 

Name] from [Start Date] to [End Date]. 

Goals and Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Key Responsibilities 

• [Responsibility 1] 

• [Responsibility 2] 

• [Responsibility 3] 

Achievements 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

Feedback and Recommendations 

[Insert feedback and recommendations based on the assignment] 

Conclusion 

Thank you for the opportunity to contribute to [Company/Department Name]. I look forward to 

discussing my experience further. 



Sincerely, 

[Your Name] 

[Your Contact Information] 


