
Office Closure Notice 

Dear Team, 

We would like to inform you that our office will be closed on [Insert Date] for a staff training 

day. This is an important opportunity for us to enhance our skills and improve our services. 

Please ensure that all urgent matters are addressed before the closure. Regular operations will 

resume on [Insert Date]. 

Thank you for your understanding and cooperation. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


