
Contractor Holiday Operation Procedures 

Date: [Insert Date] 

To: [Contractor Name] 

Subject: Holiday Operation Procedures 

Dear [Contractor Name], 

As the holiday season approaches, we would like to outline the procedures that will be in effect 

during this period. Please review the following guidelines carefully: 

1. Operating Hours 

All operations will continue as follows: 

• Regular Operations: [Insert Dates and Times] 

• Holiday Closure: [Insert Dates] 

2. Staffing 

Please ensure that adequate staffing is in place during peak holiday periods. Notify us of any 

absence or changes in scheduling. 

3. Emergency Procedures 

In case of emergencies, please follow the established emergency protocols and ensure all staff 

are aware of their responsibilities. 

4. Communication 

Maintain open lines of communication during the holidays. Please provide us with an updated 

contact list for your team. 

5. Inventory Management 

Ensure that inventory levels are monitored, and necessary supplies are stocked in advance of the 

holiday period. 

We appreciate your cooperation and understanding as we approach this holiday season. Should 

you have any questions or require further clarification, please do not hesitate to reach out. 



Thank you for your continued partnership. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Contact Information] 


