
Holiday Observance Alert 

Dear [Recipient's Name], 

We would like to inform you that our office will be closed in observance of [Holiday Name] on 

[Date]. Normal business operations will resume on [Date]. 

Please make any necessary arrangements prior to this closure. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


