
Contractor Public Holiday Management Plan 

Date: [Insert Date] 

[Contractor's Name] 

[Contractor's Address] 

[City, State, Zip Code] 

To Whom It May Concern, 

Subject: Public Holiday Management Plan 

As part of our commitment to maintaining a safe and productive work environment, we have 

developed a Public Holiday Management Plan that outlines the procedures and arrangements in 

place for public holidays. 

1. Objectives 

• To ensure compliance with local labor laws regarding public holidays. 

• To provide clear communication to all employees regarding holiday scheduling. 

• To ensure business continuity during public holidays. 

2. Holiday Schedule 

The following public holidays will be observed: 

• [Holiday Name] - [Date] 

• [Holiday Name] - [Date] 

• [Holiday Name] - [Date] 

3. Employee Notification 

All employees will be notified of the public holiday schedule at least [X weeks] in advance via 

[Specify Method (e.g., email, company bulletin board)]. 

4. Staffing Plans 

For critical operations, a staffing plan will be established which may include: 

• Identifying essential personnel required to work during holidays. 

• Offering voluntary overtime opportunities for those willing to work. 

• Providing compensation in accordance with labor regulations. 



5. Review and Updates 

This plan will be reviewed annually and updated as necessary to reflect any changes in 

legislation or operational needs. 

For any inquiries regarding this plan, please contact [Your Name] at [Your Phone Number] or 

[Your Email]. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


