Date:
To
[The Recipient]
Re. ANNOUNCING HOLIDAY ON 19-10-21.
Dear All,
The letter serves as a notification. Please refer to the subject cited above. The letter announces the holiday on [DATE] which is important for the religious date of 12th Rabi-ul-Awal.
12th Rabi-ul-Awal is a red-letter day for Muslims from all over the globe as their Holy Prophet, the Last Messenger of God, Muhammad (PBUH) was born on this day. This is a public holiday for the Muslim community as they celebrate the day with great delight and feasts. The Muslim brethren celebrate the day with extreme delight by decorating their houses, streets, and roads, and making delicious dishes at home. They also distribute food, clothes, and money among destitute and poor ones.
On this day, all the office work (in-office and remote both) shall remain on hold and no official work shall be carried out. All the scheduled tasks for the day [DATE] shall be deferred and would be accommodated on other dates as informed by the General Manager. Engage yourself in worship and other religious rituals to celebrate the day at its full.
Please refer to your supervisors or HODs for any disputed schedules. In case of urgency call our office helpline with employee extension at [NUMBER]. For any query, ask away by writing at [EMAIL]. Thank you.
Regards
[NAME]
[DEISGNATION]
[COMPANY]
[DATE AND SIGN]
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