Date:
To
[The Recipient]
Subject: Duties in absence of Mr. [X]
Dear Ifrah,
You are hereby informed that I will be out of the country to attend an important meeting in California from 1st to 15th September. You are required to take the charge of the office in my absence and will perform my duties in addition to your own. I know it will be a hectic task for you to handle additional duties, but I am hopeful that you are capable enough to do it.
You will be required to.
i. Submitting daily sales report to country head before you leave the office.
ii. Handle all queries and matters which are concerned with me.
iii. Sign and attest all those documents that need my immediate approval.
iv. Deal with the approvals under US$1000.
I am confident that you are acquainted with all the company rules to perform all the above-mentioned duties. Last year, when I had to attend a foreign seminar, you performed my duties in my absence. Management highly appreciated your kind support. This time I expect you to do the same for me. You are hereby assured that I will also perform your duties whenever needed. I will be in touch with you from time to time to know the progress of company’s ongoing projects. Please let me know anything that needs clarification before I leave for the conference.
Thanking you in anticipation.
Regards,
George
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