
Early notice of potential holiday closure

Subject: Tentative Holiday Schedule

Dear Employees,

This is to inform you that we are planning to observe [Holiday Name] on [Date(s)]. Please consider

this as a preliminary announcement. Confirmation will be provided closer to the date.

Kindly plan your schedules accordingly and await further updates.

Regards,  

[HR Manager Name]

Get more templates here: 

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


