-------------------------------------------------------------------------------------------------------------------------------
Template  1

Thank you for your message.  I am currently out of the office with (limited or no) access to my e-mail. I will be returning on (date)
If you need immediate assistance, you may either reach me at (phone number)  or contact (name)   at (email address) or (phone number).

I apologize for the inconvenience and look forward to assisting you upon my return. 

Best,

(name)   
[image: image1]
-----------------------------------------------------------------------------------------------------------------------------

Template  2
Thank you for your message.  I am currently out of the office with (limited or no) access to my e-mail. I will be returning on (date).
However, if you need immediate assistance,  please feel free to contact  the following team members during my absence:

For  (general or specific departmental topics):

(name / phone /email)

For  (general or specific departmental topics):

(name / phone /email)

I apologize for the inconvenience. 

Best,

(name)   
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