To, 
Craig McMillan,
CEO, Stars Marketing Co.
City tower, Michigan, USA.
15-04-20XX
Subject: One-day request letter to work from home
Dear McMillan,
I am Anderson, working as a Liaison Officer in Stars marketing co. for the last five years. My primary job is to communicate with all the clients through emails to solve their queries they may have time to time. I am putting through this letter, a request to work from home for one day only. You may know that the youth festival is on its way and there will be a rehearsal tomorrow. We are also celebrating an event next week and I still have thousands of clients to invite. Due to the blockage of roads tomorrow, it will be difficult for me to reach the office on time and therefore, I will not be able to communicate with all clients effectively.
I am aware of the concerns you may have in your mind right now. I assure you not to worry about me. I have a reliable laptop and internet connection. No doubt, we are enjoying the friendly environment here in the office but still, I feel that with the comfort of home, it will be quite easy for me to contact all our clients. While staying at home, I will make sure that work is done efficiently and without any hassle. You can ask me about the progress of work anytime whenever you want. 
Keeping in view all the circumstances, I may kindly be granted one-day permission to doing work from home. Thanking you in advance.
Yours obediently,
Anderson
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