#24 Vacation Notification E-Mails:
If you are going to be out of the office for a period of time, it’s a good idea to let your clients know.  They’ll appreciate it.
To:

From:

Subject:  Have a safe and happy holiday season!

Dear <Name>,
We want to wish you a safe and happy holiday season!

And just so you know, we will be closing the office and spending time with family and friends between December 21st and January 3rd.  Then it’s back to work!

But meanwhile, enjoy this holiday season, and if your message is very time sensitive, you can reach us at xxx-xxxx. 

Thank you,

<Your Name>
