To
[The Recipient Name]
[Department]
[Address]
Re. Announcement of Eid Holidays
Dear Staff,
I, on the behalf of Tech X Consultants, am going to announce one of the most awaiting announcements of the year through this letter. The purpose of penning this letter is not only to announce Eid holidays but also to wish Eid greetings to elevate the bond of community consciousness and to realize the edification of one of the most important events of the fiesta.
To follow the government curriculum of public holidays and other vacation plans, the company shall remain closed from 31st July 20XX to 3rd August 20XX and no work shall be done during this time. To ensure the edification and double the joyousness of the event, the company has announced its annual bonus for the employees as per its policy of bonuses and incentives. According to that, the company shall update all of the salaries with a 4% addition. Visit the Human Resource Department for the process of incentive.  
The office shall open on 4th August 20XX and resume its work according to the earlier schedule. You are requested to make your presence sure on the said date and time.
For further information, you can ring at [X] or write to [email]. Thank you.
Sincerely,
Signature
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