To,
Customers and Clients
Fortune Enterprises Limited
Birmingham
UK
8th January 20XX

Subject:Leave of absence letter to customers

Dear customers,

I am writing this letter to inform you that I am taking 15 days leave of absence from my work, effective from 10th January 20XX. The reason behind taking these leaves is that my brother is going to get married on 12th January 20XX and all the arrangements for the pre wedding and post wedding ceremonies are to be done by me. I will get back to work on 26th January 20XX

During the course of my leave of absence, if any customers are in need of any kind of assistances, queries or clarifications, please feel free to leave a message on 34949393, or write an email to me on companymail.com. I assure you that your queries would be answered in a timely manner. In addition, I regret to inform you that I won’t be able to attend the phone calls as I would be too busy handling the wedding chores.

I request you to kindly cooperate with me during these 15 days of leaves. I thank you for your kind consideration and I look forward for the continued business.

Thanks!

Sincerely,
Paterson Troy

