
Office Closure Announcement 

Dear [Employee/Team Name], 

We hope this message finds you well. We would like to inform you that our office will be closed 

for an extended period due to [reason for closure, e.g., renovations, unforeseen circumstances, 

etc.]. The closure will begin on [start date] and is expected to last until [end date]. 

During this time, all employees are encouraged to work remotely. Please ensure that you have 

the necessary tools and resources to continue your projects from home. If you need any 

assistance, do not hesitate to reach out to your manager or the IT department. 

We understand that this may cause some inconvenience, and we appreciate your understanding 

and flexibility during this period. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


