Dear employees,
As Christmas is approaching, we understand that our employees need some off-time. Due to the prevalent financial crisis, our company had to unintendedly cut the number of Christmas holidays. Although this situation is uncontrollable for us right now, we are still trying to facilitate our biggest asset in the best possible way. Therefore, we have decided that till the holidays start on 24th December 20XX, the office hours will be shortened till 3:00 p.m. This email is applicable from 10th December till 23rd December 20XX.
The administration would also generate an email for our customers so that you do not have to worry about replying to the emails after working hours. All the returns, queries or complaints would also be dealt with only in the office hours.
The access to the office systems is also being restricted for this period till 3 p.m. If access to the internal system is required after the working hours, an email to the technical department needs to be generated by the employee one day before.
We wish you a joyful Christmas time! Merry Christmas!
Regards,
Steven John.
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