To
[The Recipient Name]
[Department/designation]
[Address]
[Contact]
[Email]
Re: Announcement for the Halloween Holiday
Dear Staff,
I am Pablo Noir, Assistant Manager of Ulofile Company. I am penning this letter on behalf of the Director-General of the company who has counted the holidays of Halloween for the company officially.
[bookmark: _GoBack]The company has revealed the official holiday of Halloween by toggling a lot with the calendar and work burden on the company due to Covid-19. You will be glad to know that the holidays are marked with two days off from the work collided with a Sunday which makes the number upgraded to three. This way Halloween holiday will be from 31st September 20XX to 1st October 20XX followed by a Sunday.
The company has also planned to celebrate Halloween in the office on Monday 3rd October 20XX and there will be no office work done on the day. The timing of the party will be 6 PM to 9 PM with a bone fire at the rooftop. I hope this must be great news for all and everyone will tie their laces to run for their spooky and mysterious costumes and masks to make the Halloween real. Office timings from Tuesday 4th October 20XX will be 10 AM to 6 PM.
For further you can visit the admin’s office or info section of our website [website].
Sincerely,
Signature
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