

[Employee’s full name]
[Employee’s address or email]

Dear [Employee’s first name]

Annual closedown 
Our annual closedown will be from [date] to [date]. The last day of operation will be [date] and we will reopen on [date].
If you have an annual leave entitlement, you will be required to take this during the period of the closedown. If you do not have an annual leave entitlement, you are welcome to request annual leave in advance or unpaid leave. Please contact us to discuss which option you would prefer. 

Please let us know if you have any questions. 

Kind regards

[Name]
[Position]
[Company]

