& 2= 21 (Subject: Notification of holiday dates)
Dear Sir or Madam,

Please be advised that ABC division will close from April 29th to May 6th, based on
our annual calendar.

Your understanding would be highly appreciated.

With best regards,
Kazuko Tanaka
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* To whom it may concern,
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* If you have any urgent matters during this period, please call me at XXX-XXX-XXX.
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* We will stop operations for the whole day of February 21st due to stocktaking.
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* As a power conservation measure, we will shorten our business hours from
December through January.
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