
Temporary Closure Announcement 

Date: [Insert Date] 

Dear [Customer/Staff/Community], 

We hope this message finds you well. We are writing to inform you that [Organization Name] 

will be temporarily closed from [Start Date] to [End Date] due to [Reason for Closure]. 

During this period, we will not be available for [services/operations]. We apologize for any 

inconvenience this may cause and appreciate your understanding and support. 

We encourage you to [any suggestions or alternatives, if applicable]. For any urgent inquiries, 

please feel free to reach us at [Contact Information]. 

Thank you for your understanding, and we look forward to welcoming you back soon. 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


