From
Mr. James
CEO
ABC Textile
To
Mr. John
Manager
ABC textile
Dated: 24th October 20XX
Subject: confirmation email of work from home.
Dear Mr. John,
This letter is with respect to your email requesting to work from home. You had mentioned in the letter that your mother is not well at the moment and she needs someone who could look after her and for this reason, you need to work from home. You had also mentioned that your elder brother will be visiting you in two weeks’ time and upon his arrival, you will resume work from the office. 
We after careful consideration have decided to grant you permission to work from home for a period of 2 weeks as you have requested. Through this email, I am confirming that from Monday 26th October 20XX to 9th November, 20XX you will work from home which means that you will resume office from the 10th of November 20XX. You should have all the necessary work-related things with you at home so that you can work with ease without any trouble.
We wish your mother a speedy recovery.
Yours Sincerely,
Mr. James
CEO
ABC Textiles
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