[Company Name]

[Address]

[City, State, Zip Code]

[Date]

Dear [Recipient Name/Valued Customers/Employees],

As the holiday season approaches, we would like to share our upcoming operating schedule and
important information regarding our services.

Please note that our offices will be observed according to the following schedule:
e [Holiday Name]: [Closed/Reduced Hours]
e [Holiday Name]: [Closed/Reduced Hours]
e Resume Normal Operations: [Date]
During this period, please be aware of the following:
o Customer Support: [Details regarding availability or emergency contact info]
o Shipping/Orders: [Details regarding deadlines or potential delays]
e Emergency Contact: [Phone Number or Email Address]
We appreciate your continued support and wish you a safe and happy holiday season.

Sincerely,

[Your Name/Department]
[Your Title]



