Date:
To
[The Recipient]
Re. Announcement of the Holiday on Holy Day of 12th Rabi ul Awal
Dear All, this letter has been drafted to announce the holiday on 12th Rabi-ul-Awal which is falling on [DATE].
12th Rabi-ul-Awal is a cardinal holy month for Muslims from all over the world. On this day, the Last Prophet, Muhammad (PBUM) was born and brought light to the darkness of the world fallen into the pits of ignorance, turbulence, and conflicts. He is the world’s most famous leader who brought various reforms to the world of ignorance socially, politically, and economically.
According to Muslim scriptures, it can be concluded that He was a complete model of divinity. He introduced the world to various ideas and reforms and gave them ways of life conformed and adaptable in any age or era. He is highly esteemed by the Muslims and non-Muslims for his teachings of peace and divinity and devoted His whole life for the betterment of humanity.
To celebrate the birthday of the Reformer, we are announcing a one-day holiday from work. As this day marks the birth of the world’s most acclaimed and acknowledged leader, everyone must engage themselves in prayers, charity, and supplications. As this is a religious holiday, we encourage you to celebrate and spend it in religious terms.
For further please email the manager at [EMAIL] or call the company’s inquiry office at [PHONE]. Thank you.
Regards.
[NAME]
[DESIGNATION]
[COMPANY]
[DATE]
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