To
[Recipient Name]
[Designation/Department Name]
[Other Text]
Re. Eid Holidays Announcement
Dear all,
Hope you all are doing well and will be alright. This letter is an official statement to you concerning Eid holidays that are ahead of us. The company knows that you all want to spend this time with your family, friends, children, parents, and loved ones. We care for all employees and their needs. So the company on account of Eid announces five days holidays to you that will start from 3-07-20XX and will end on 7-07-20XX. You all would join the office again on 8-07-20XX.
Eid is a time for seeking pleasure and spreading happiness. So, the company is giving you an Eid gift of 150$ and this amount would be transferred to your salary. There would be complete relaxation for you in these holidays and you would not be asked for any kind of emergency work. I want you to back to work with new zest and enthusiasm. During these holidays, you are requested to adopt all precautionary measures to avoid yourself from getting infected by the Coronavirus and maintain a social distance. Wishing you all an exuberant event of Eid! Don’t forget to help needy currently and remember them in your happiness also.
Regards,
[bookmark: _GoBack]Marlow Julian
XYZ Company Manager
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