Date:
To
[The Recipient]
[Designation]
We at Chestnut organization would like to wish you a merry Christmas and happy holidays. We are aware that the Christmas holidays are approaching, and everyone is excited to get together with their friends and family. As you all already know, our office operations cannot cease, and we must come up with a schedule to compensate for the employees who will be on leave. The office management has devised a tentative schedule for the Christmas holidays which will span over three weeks. 
Every employee will have to attend work for 5 days during these three weeks and the schedule for it is attached with this letter. You are all advised to go through this schedule carefully and mark the days when your presence is needed in the office.
We have tried our best to keep this working roster fair and distribute the work to ensure that everyone gets sufficient time off for the holidays. However, we do realize this schedule may coincide with your plans so you may contact the HR office in case you wish to make changes in the schedule. 
Please make sure to get back to us as soon as possible as this list will be considered final by 1st December. Any changes needed shall be accommodated if reported before 1st December. We appreciate your support and cooperation in this matter. We wish you all a happy holiday season and a happy new year!
Regards,
Office management.
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