
Dear Valued Clients and Partners, 

As the holiday season approaches, we would like to take this opportunity to thank you for your 

continued support and business throughout the year. 

Please be advised that our office will be observing the following hours during the upcoming 

holiday period: 

• [Date]: [Hours, e.g., 9:00 AM - 1:00 PM] 

• [Date]: Closed 

• [Date]: Closed 

• [Date]: [Hours, e.g., Regular Hours Resume] 

During the periods when our office is closed, there will be [no / limited] access to technical 

support. For urgent matters, please contact [Name/Department] at [Email Address/Phone 

Number]. 

We recommend submitting any time-sensitive requests by [Date] to ensure they are addressed 

before the holiday break. 

We wish you a wonderful holiday season and a prosperous New Year. 

Best regards, 

[Your Name/Company Name] 

[Your Phone Number] 

[Your Website] 


