
Announcement addressing multiple offices or branches

Subject: Holiday Closure Across All Offices

Dear Team,

Please note that all company offices will be closed on [Date(s)] in observance of [Holiday Name].

This applies to our locations in [City/Region Names].

Ensure your teams are informed and that client communications reflect the holiday schedule.

Normal operations resume on [Date].

Sincerely,  

[HR Department]

Get more templates here: 

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


