Summary of Temporary Assignment Results

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Summary of Temporary Assignment Results

Dear [Recipient's Name],

I hope this message finds you well. I am writing to provide you with a summary of the results

from my recent temporary assignment in [Specify Location/Department] from [Start Date] to
[End Date].

Key Achievements:

e [Achievement 1]
e [Achievement 2]
e [Achievement 3]

Challenges Encountered:

« [Challenge 1]
o [Challenge 2]

Recommendations:

[Brief recommendations based on the findings of the assignment]

Thank you for the opportunity to undertake this assignment. | look forward to discussing my
findings with you in further detail.

Best regards,
[Your Name]
[Your Position]

[Your Contact Information]



