회사 휴업  eq \o\ac(○,1)
Dear Mr. Cole,

   I’m writing to inform you of a temporary cessation of business at Christmas season.

   With Christmas drawing near, the festival atmosphere can be felt everywhere. Barring accidents, we will take five days off, from December 23rd to December 27th. 

   We have achieved great success in the year 2016, thanks to all your contribution to the company. Particularly, the staff of the research and development have worked overtime for successive six months, in order to develop the new generation of intelligent terminal. The other departments have also achieved great success respectively.

   Wish you and your family a merry Christmas in advance.

Yours cordially,

Nigel McPherson
회사 휴업  eq \o\ac(○,2)
Dear Mr. Matthews,

   I’m writing to inform you of the termination of business.

   There has been a feeling of gloom and depression in the wake of the recession. We have witnessed three job cuts this quarter alone. It’s unknown whether there will be a new one in the near future, if the situation goes from bad to worse. 

   We have tried to take some measures to tackle the problem, but to no effect. The board of directors reached a consensus at the emergency board meeting yesterday, after four hours’ considerable discussion. Our best bet would be to terminate the business. Maybe there will be an economic recovery sometime. 

   Please forward the e-mail to all the other employees.
Cordially yours,

Kelly Mellon
