
Holiday Announcement Letter To Employees

[Your Company Logo]

[Company Name]

[Company Address]

[City, State, Zip Code]

[Date]

Dear [Employee's Name],

Re: Holiday Announcement

We hope this letter finds you in good health and high spirits. As the holiday season approaches, we

would like to extend our warmest wishes to you and your loved ones.

In celebration of [Holiday Name], we are pleased to announce that [Company Name] will be

observing a holiday break from [Start Date] to [End Date]. During this period, the company's

operations will be temporarily suspended to allow our dedicated employees the opportunity to relax

and enjoy quality time with their families and friends.

We understand the hard work and dedication that each one of you brings to [Company Name], and

we believe that this well-deserved break will provide you with the opportunity to recharge and come

back refreshed and motivated. It's a time to create beautiful memories, cherish moments, and find

inspiration for the upcoming year.

Please note the following important points:

1. **Dates**: The holiday break will commence on [Start Date] and conclude on [End Date]. Regular

business operations will resume on [Resumption Date].

2. **Contact Information**: In case of any urgent matters or emergencies during the holiday period,

please contact [Emergency Contact Name] at [Emergency Contact Number] or [Emergency Contact

Email].

3. **Office Closure**: During the holiday break, our offices will be closed, and all company-related

activities will be temporarily suspended. This includes regular office work, meetings, and projects.



4. **Remote Work**: Remote work arrangements will also be suspended during this period. We

encourage you to disconnect from work-related emails and tasks to fully enjoy your time off.

5. **Gratitude**: We want to express our sincere gratitude for your dedication and hard work

throughout the year. Your contributions have been instrumental in our success, and we look forward

to achieving new milestones together in the upcoming year.

On behalf of the entire [Company Name] team, we wish you a joyful, relaxing, and rejuvenating

holiday season. May this time bring you happiness, peace, and a chance to make beautiful

memories with your loved ones.

Thank you once again for your unwavering commitment to [Company Name]. We eagerly await your

return and look forward to accomplishing great things together in the year ahead.

Warmest wishes for a wonderful holiday season!

Sincerely,

[Your Name]

[Your Title]

[Contact Information]

---

Feel free to customize the above letter to suit your company's specific details and holiday plans.

Make sure to double-check all dates, names, and contact information before sending the letter to

your employees.


