Transition Details Following Temporary
Assignment

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Transition Details Following Temporary Assignment

Dear [Recipient's Name],

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

concludes on [End Date], I would like to share the transition details to ensure a smooth handover
of my responsibilities.

Transition Overview

During my time in this role, | have managed the following key tasks:
e [Task 1 Description]

e [Task 2 Description]
e [Task 3 Description]

Handover Notes

To facilitate the transition, | have compiled the following important information:
o Current Status of Projects: [Brief Description]

« Pending Action Items: [List Pending Items]
o Key Contacts: [List of Important Contacts]

Next Steps

I recommend scheduling a meeting on [Proposed Date] to discuss any questions you may have
and finalize the transition. Please let me know your availability.

Thank you for your support during my assignment. | look forward to hearing from you soon.

Best Regards,
[Your Name]



[Your Position]
[Your Contact Information]



