タスク依頼メッセージテンプレート

Task Request Template
このテンプレートはタスク依頼のメッセージテンプレートです。
タスク依頼はメールやドキュメント等で行い、形としてメッセージが残るようにしましょう。
http://YutakaArai.com/

Hello __________________,

Thanks for successfully completing your last assignment, _________________.

Now I'd like to have you help me with our new goal of ___________________.

Please allow me to explain why we are doing this, and how it will help our

company grow:

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

To accomplish this, I need you to do the following:

 Task #1:_____________________________________

(Details, Screencasts or Audio Instructions with Written Instructions Below)

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

 Task #2:_____________________________________

(Details, Screencasts or Audio Instructions with Written Instructions Below)

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

 Task #3:_____________________________________

(Details, Screencasts or Audio Instructions with Written Instructions Below)

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

Please complete the above tasks in time for us to reach our completion date of

_________________.

Thank you again for your help.

Best Regards,

_________________

