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TEMPORARY ASSIGNMENT HANDBACK NOTES
To:           Date       
Thanks for having me.   I would be happy to help out again when needed!

I thought you might like a quick summary of outstanding or pending work and key issues to be aware of, so I have jotted some notes below.  If you need to contact me with any queries or want me to work for you again, you can get hold of me through Love & Tate on 020 7256 6668.   
(YOUR NAME)
NEW APPOINTMENTS/MEETINGS  

· Status of action or preparation needed for forthcoming appointments/meetings is below:
     
· Names & contact numbers/email addresses for any new contacts or outstanding work: 
     
EMAILS:  Emails which need follow up or action are:   FORMDROPDOWN 


TASK/PROJECT UPDATE
Here is where we are at with the following: (list and give an update)

     
MISCELLANEOUS/GENERAL

· You should be aware of the following, e.g. new requests, projects, issues that arose and status, situations that have been resolved/not been resolved

     
· All incoming mail or documents are in your Return Folder as agreed.
 FORMDROPDOWN 

ANY OTHER COMMENT TO REPORT:
     
LOVE&TATE PLC  WARNFORD COURT  29 THROGMORTON ST  LONDON EC2N 2LT
 020 7256 6668


