To
[The Recipient Name]
[Department]
[Address]
Re. Notification of Eid Holidays
Dear Staff Members,
I am writing this letter in liaison with the forthcoming event of Eid-ul-Azha i.e. on 1st August 20XX. The company would follow up on the holidays stated by the government that is from 1st August 20XX to 4th August 20XX. The government has notified a three-day vacation for Eid-ul-Azha and so would be followed by the company. I am very happy while making this announcement with the happy greetings of Eid felicitations to all of you to lead edifying moments of Eid with your family.
[bookmark: _GoBack]Moreover, I am delighted to give another glad tiding that the company has decided to specify $200 as a bonus to all of the employees of grade A, $175 to the employees of grade B, and $150 to the employees of grade C.
This has been considered as a period of great delight and favorite to everyone. GHK Groups wish you happy event of Eid filled with great pleasure and jubilation as this time period is considered as a great time of leisure and entertainment, so ensure to make the most out of it. Further, you all are directed to visit the Finance Manager Office before 30th July 20XX.
Thank you.
Sincerely,
Signature
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