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Annual Holiday Schedule
	Document
	Date
	From
	To

	[Doc ID]
	[Date]
	[Manager name], [Manager job title]
	All staff



Subject: Annual holiday schedule - [Year]
[Company name] confirms the holidays observed at [Office location] for [Year]. The office will be closed on each date below:
	Holiday
	Date
	Day

	[Holiday name]
	[Holiday date]
	[Day of week]

	[Holiday name]
	[Holiday date]
	[Day of week]

	[Holiday name]
	[Holiday date]
	[Day of week]

	[Holiday name]
	[Holiday date]
	[Day of week]

	[Holiday name]
	[Holiday date]
	[Day of week]

	[Holiday name]
	[Holiday date]
	[Day of week]



Nobody should work on a listed holiday unless agreed in advance with [Manager name], [Manager job title].
Note these dates and plan work around them.
Raise any request to work on a holiday with [Manager name] in advance.
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