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[Your Name]
[Street Address] [City, ST ZIP Code]

[Date]
Subject:  Holiday Closing on [EVENT]
Dear Mr. /Miss [NAME HERE],
All employees are notified that the Christmas holiday work schedule has been announced. You'll receive the copies of schedule in your office. We know that holidays are for enjoyment and all of you want to have time with your families, therefore after looking at your applications regarding what time you should be called for work during holidays, this schedule has been made. We have tried that all of you get the equal opportunity to enjoy your Christmas. 
In case you want changes in your schedule please contact before Christmas holidays begin. No change will be made after that. Thank you and happy holidays! 

[bookmark: _GoBack]Regards
[Manager Name]

wordexceltemplates.com


wordexceltemplates.com


 


 


 


 


[


Your Name


]


 


[Street Address]


 


[City, ST ZIP Code]


 


 


[Date]


 


Subject:


 


 


Holiday Closing on [


EVENT


]


 


Dear Mr. /Miss [NAME HERE],


 


All employees are notified that the Christmas holiday work s


chedule has been announced. You'll 


receive the copies of schedule in your office. We know that holidays are for enjoyment and all of 


you want to have time with your families, 


therefore


 


after looking at your applications regarding 


what time you should be called for 


work during holidays, this schedule has been made. We have 


tried that all of you get the equal opportunity to enjoy your Christmas. 


 


In case you want changes in your schedule please contact before Christmas holidays begin. No 


change will be made after that


. 


Thank you and happy holidays! 


 


 


Regards


 


[Manager Name]


 


 




wordexceltemplates.com         [ Your Name ]   [Street Address]   [City, ST ZIP Code]     [Date]   Subject:     Holiday Closing on [ EVENT ]   Dear Mr. /Miss [NAME HERE],   All employees are notified that the Christmas holiday work s chedule has been announced. You'll  receive the copies of schedule in your office. We know that holidays are for enjoyment and all of  you want to have time with your families,  therefore   after looking at your applications regarding  what time you should be called for  work during holidays, this schedule has been made. We have  tried that all of you get the equal opportunity to enjoy your Christmas.    In case you want changes in your schedule please contact before Christmas holidays begin. No  change will be made after that .  Thank you and happy holidays!      Regards   [Manager Name]    

