
Reminder: Seasonal Decoration Updates 

Dear [Recipient's Name], 

This is a friendly reminder to update our seasonal decorations as we approach [specific season or 

holiday]. It's important to reflect the spirit of the season and create a welcoming atmosphere. 

Please gather the necessary supplies and coordinate with the team to ensure everything is in 

place by [specific date]. Your creativity and attention to detail help us make a great impression! 

If you have any questions or need additional help, feel free to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


