
Transition Details for Temporary Assignment 

Conclusion 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Temporary Assignment Conclusion and Transition Details 

Dear [Recipient's Name], 

I hope this message finds you well. As my temporary assignment in [Department/Project Name] 

is coming to a conclusion on [End Date], I would like to share the transition details to ensure a 

smooth handover of my responsibilities. 

1. Overview of Tasks and Responsibilities 

• Task A: [Brief Description] 

• Task B: [Brief Description] 

• Task C: [Brief Description] 

2. Pending Actions 

• Action Item 1: [Details and Deadline] 

• Action Item 2: [Details and Deadline] 

3. Key Contacts 

• [Contact Name, Role, Contact Information] 

• [Contact Name, Role, Contact Information] 

4. Final Report 

I will be submitting a final report outlining my contributions, challenges faced, and 

recommended next steps by [Submission Date]. 

Thank you for the opportunity to contribute during this assignment. Please feel free to reach out 

if you have any questions or need further clarification regarding the transition. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


