
Friendly and informal holiday notification

Subject: Time to Celebrate â€“ Upcoming Holiday!

Hi Everyone,

Good news! Our office will be closed on [Date(s)] for [Holiday Name]. Take this time to relax,

recharge, and enjoy with your loved ones.

Donâ€™t forget to wrap up your urgent tasks before the break. See you back at work on [Date]!

Cheers,  

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/holiday-announcement-letter-to-employees


