
Short-term Job Assignment Update 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Update on Short-term Job Assignment 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with an update regarding my 

short-term job assignment. 

As of [Insert Current Date], I have completed the following tasks: 

• [Task 1] 

• [Task 2] 

• [Task 3] 

Looking ahead, I plan to focus on the following objectives: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

If you have any questions or require further information, please feel free to reach out. 

Thank you for your support. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


