[Company Name]
[Address, CITY, STATE, Zip]
[Contact]
[Website]
Date:
Re. Working Schedule from 24th December 2020 to 3rd January 2021.

Dear Employees
I am writing this letter to make one of the most significant announcements of the year. This is one of the most awaiting periods as everyone expects surprises and everyone wants to relax as much as he can. [X] also strives to keep you relax and at relief during the Christmas holidays. Christmas holidays are going to be announced from 24th December 20XX to 3rd January 20XX. During these days, we want to make sure your carnival and felicitations. We also want to accommodate you all in a way so that all of you can spend a genuine deal of time with your families, relatives, and friends. We all look forward to these days to not only relax but also to cheer the moments up with the people around.
The working schedule will be flexible during these days and no one will need to visit the office regularly. We will work from home mode and only 25% of staff will work for one day. 
24th and 25th December 20XX are declared to be closed completely and no official work will be done during these two days. 25% of staff will work on 26th December 20XX and then on 27th December 20XX and so forth. 31st December 20XX to 3rd January 20XX will be declared as closed completely and then work will be resumed from 4th January 20XX for which all employees will be notified about the mode of work looking at the situation of the pandemic. 
It will be decided later whether work from home will be done or work from the office will be asked to do and thus notified. I thank you all for your cooperation and wish you spend best Christmas ahead. please feel free to contact us if you have any queries and want for replacement.
Thank you
Regards,
Walton Carrier
General Manager, CM2CN, California, USA
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