Date:
To
[The Recipient]
[Business Name]
Re. Reduced Working Hours
Dear Customers,
It is to bring into your notice that our store timings have been changed due to new imperatives and directions by the government. It has been done on the account of an indication in the rise of positive cases of coronavirus. The fourth wave of coronavirus has done havoc in the states of New York, California, and many others. These areas have been called under red alert for getting more cases of coronavirus. Therefore, we have decided to reduce our working hours for all our outlets in California. We are trying to not become a hotspot for the coronavirus as much as we can.
Business shut down can bring huge losses in the economy and employment. A complete shutdown affects the workers and business owners both. Such reduction in the logistics is unaffordable, therefore, we have decided to reduce our working hours in consultation with MOH, CA. Thus, there is a reduction in working and dealing hours has been made.
For customers, the store outlets in California shall remain open from Monday to Friday. Stores shall remain close on Saturday and Sunday. Our earlier timings were 10 AM to 10 PM but the new timings will be 10 AM to 7 PM. These timings shall be followed strictly, and specific SOPs would be conducted. For more contact at [website] or call [#]. Thank you for your cooperation.
Best Regards,
Director
Headquarter, Exx Emm Store
Y-201 Dunster Square Road, Boston
CA, USA
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