
Temporary Office Closure Due to Inclement 

Weather 

Dear Team, 

We hope this message finds you well. Due to the forecasted inclement weather and in the interest 

of safety for all employees, we will be closing the office temporarily. 

Closure Dates: [Insert Dates Here] 

During this time, employees are encouraged to work remotely, if possible. Please ensure that you 

have the necessary tools and access to perform your tasks effectively. Our priority is to ensure 

everyone's safety while maintaining business continuity. 

We will monitor the weather conditions and will update you on our status as needed. Please stay 

safe and do not hesitate to reach out if you have any questions or concerns. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


