
Sabbatical Achievement Report 

Date: [Insert Date] 

To: [Department/Manager's Name] 

From: [Your Name] 

Subject: Sabbatical Achievement Report 

Introduction 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to share a report on my sabbatical experience 

and the achievements I have realized during this period. 

Objectives of Sabbatical 

During my sabbatical, my goals were to [list objectives, e.g., conduct research, publish papers, 

develop new skills]. 

Achievements 

• [Achievement 1: Description] 

• [Achievement 2: Description] 

• [Achievement 3: Description] 

Impact on Department 

The outcomes of my sabbatical will contribute significantly to our department by [explain impact 

and application]. 

Future Plans 

Looking forward, I intend to [describe how you will integrate findings or skills into your work]. 

Conclusion 

I am grateful for the opportunity to take this sabbatical and look forward to sharing my insights 

with the team. 



Thank you for your support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


