Mr. Jerry
CEO
ABL Bank
Mr. Harold
Manager
ABL Bank
Dated 24th October 20XX
Subject: work from home confirmation email
Dear Mr. Harold,
This letter is referenced to your email regarding permission for work from home. You had mentioned in the letter that due to ongoing underpass construction in your area you won’t be able to come to the office for a period of 3 weeks. You had also said that after 3 weeks the construction will be over, and everything will be back to normal. Harold, you had said that during this time you will work from home to avoid any delays regarding assignments.
Through this email, I am hereby confirming your work from home from Monday 26th October 20XX to 16th November 20XX which makes you resume work from the office from 17th November 20XX. You need to have all your important documents or files with you at home. Collect all of them by tomorrow so that you may start working from home by Monday.
Yours Sincerely,
Mr. Jerry
CEO
ABL Bank
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