
Dear Team, 

As the holiday season approaches, we want to take a moment to express our gratitude for your 

hard work and dedication throughout the year. This is a special time for all of us, and we have a 

few preparations in place to celebrate together. 

Holiday Celebrations 

We are excited to announce our annual holiday party on [Date] at [Location]. Please mark your 

calendars and join us for an evening of fun and festivities! 

Office Decorations 

This year, we encourage everyone to bring in festive decorations to adorn our workspace. Let's 

make our office a winter wonderland! Please coordinate with your teams to ensure a cohesive 

look. 

Charity Initiative 

In the spirit of giving, we will be organizing a charity drive to support [Charity Name]. We 

invite everyone to contribute non-perishable items and gifts for those in need. 

Holiday Schedule 

Please be reminded of our holiday schedule: the office will be closed from [Start Date] to [End 

Date]. Make sure to wrap up any urgent tasks before the break! 

Wishing you all a joyful holiday season with your loved ones! 

Best Regards, 

[Your Name] 

[Your Position] 

[Company Name] 


