INTEROFFICE MEMORANDUM
	TO:
	Name, Department

	FROM:
	Name, Department

	DATE:
	November 9, 2026

	SUBJECT:
	Office Closure for Thanksgiving



Please note that the office will be closed on Thursday, November 26 and Friday, November 27 for the Thanksgiving holiday. Normal business hours will resume on Monday, November 30.
Before leaving on Wednesday, November 25, please make sure all computers are shut down, windows are locked and any perishable food is removed from the kitchen refrigerator.
If you need building access during the closure, contact Facilities by November 20 so we can arrange a visitor pass.
Thank you, and we wish you and your family a happy Thanksgiving.
Initials: ______
cc: Facilities, Security





