[Date]
Dear [Recipient Name/Valued Clients/All Staff],

As we approach the end of the year, we would like to inform you of our office holiday schedule
for the upcoming New Year celebrations.

Holiday Office Hours:

o Office Closing: [Closing Date/Time]
e Office Reopening: [Reopening Date/Time]

Please note that during this period, our regular business operations will be suspended. We
encourage you to complete any urgent matters by [Deadline Date].

Emergency Contact Information:

In the event of an urgent matter that requires immediate attention during the holiday break,
please use the following contacts:

e Contact Name: [Name]
e Phone: [Phone Number]
e Email: [Email Address]
e Department: [Department Name]

We wish you a wonderful holiday season and a prosperous New Year.
Best regards,
[Your Name/Company Name]

[Your Title]
[Contact Information]



