YOUR COMPANY NAME
MEMORANDUM

TO:	All Staff
FROM:	Sara Ahmed, HR Manager
CC:	Department Heads
DATE:	16 November 2026
SUBJECT:	Year-End Office Closure and Leave Planning

The office will be closed from Thursday 24 December 2026 to Friday 1 January 2027 inclusive, reopening on Monday 4 January 2027. Customer support will continue with a reduced team during this period.
To help us plan cover, please take the following actions:
Submit any remaining annual leave requests for December by Friday 27 November.
Agree holiday cover for your key tasks with your manager.
Set an out-of-office message and voicemail before you leave on 23 December.
Customer support staff: confirm your rota shift with the team lead by 4 December.
Unused leave of up to five days can be carried over to 2027 with manager approval. Any leave above this will lapse on 31 December.
If you have any questions, please contact me at extension 214 or hr@yourcompany.com.
Thank you for your cooperation, and best wishes for the holiday season.

Sara Ahmed
HR Manager




