& 23 25 (Subject: Out of office)
Dear Mr. Brown,

I am afraid | will be out of the office on an overseas business trip. | will be away from
tomorrow afternoon to March 27th.

I have a mobile phone, but in case of emergency, please contact Ms. Kato while | am
away.

Yours sincerely,

Akiko Hayashi
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* The time difference between Tokyo and London is nine hours.
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* | will not be able to check email while I am away.
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* You can reach me at XXX-XXX-XXX.
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* | will be back in the office from June 12th.
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