Date:
To
[The Recipient]
Re. announcing the return of Ms. Emily to the Office after Completion of her One-year Study Leave
Dear Employees and Clients,
I am penning this draft on behalf of the General Administration. With reference to the above-cited subject, this letter is intended to indicate the return of Ms. Emily back to the office on [DATE].
Ms. Emily was on study leave for one year as she had to pursue her higher education in France. To get to France and complete her studies, she got the leave approved from the board of governors and the team of general administration. This leave was granted to her on account of her extraordinary services to this company and seniority.
Her study leave expires on [DATE] and she has already completed her degree in General Accounting and Business Trade from one of the prestigious universities of France. She has confirmed her back-to-office schedule, hence, we request you to make important measures for her return to the office. Planning and Development are required to make sure the availability of office documents and files under her consideration in the office so that she can resume her work without any halt or resistance.
Moreover, members of the research team and Planning and Development are required to meet the HR Manager in person tomorrow at 3:30 PM in the meeting hall no. 03 so that further discussion on the postponed work can be made. Thank you.
Regards
David Greene
Assistant HR Manager
Urban Planning Community Office (UPCO)
T-120 floor 13th, Halley Tower, Orlando
CA, USA
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