Re. Absent from Work

Mr. Staple Gold,
James Hilton Group of Laboratories (JHGL)
I hope this email finds you in good health. I am writing this email to excuse my absence from work as I am having some family commitments at home. Due to this, I am unable to show myself at work and shall remain absent for two days i.e. from 20-10-20XX to 21-20-20XX. I have sent an email to Ms. Rosy who will take care of my responsibilities and shall take the charge of my work during my absence from work. For any further information, please write me an email or call me at +[X]. Thank you.
Regards,
Stephen Holder
Assistant Manager,
James Hilton Group of Laboratories (JHGL)
23-A Fifth Avenue, New York City, USA
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