Date:
To
[The Recipient]
Subject: Designation of responsibilities to [X]
Dear Johnson,
I will be out for a week-long family trip from 1st to 15th September. You are hereby being delegated some responsibilities in my absence. First, you are required to chair daily sales meetings in the evening. The agenda of these meetings is attached herewith. I will let all people know that you are heading sales meetings in my absence to avoid any inconvenience. 
Secondly, I want you to process and complete all the international orders which are pending. Don’t bother about domestic orders unless you receive special instructions from me. Before leaving for the airport, I will be available in the office on Monday for short time. We will review the procedure for the completion of international orders.
You will also be required to check my email account on daily basis for important messages. Access code to my email code will be communicated with you on Monday. I am delegating these important responsibilities because I am confident that you can deal with all business-related matters. I am also notifying all the employees to get your approval before and after any project.
I am not anticipating any problem, yet I will be in touch with you to ask for any difficulty if any. I appreciate your help in this regard. If you want to ask anything, feel free to contact me before I leave on Monday.
Thanking you in anticipation.
Regards,
Brett Lee
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