Christmas Out of Office Message Templates
Warm out of office auto-reply templates for the Christmas and holiday season, including full company closure notices.
Short and simple holiday note
When to use: Use this when you want a friendly seasonal note with minimal detail.
Message
Hello, and thank you for your email. I am away for the Christmas holidays and will be back at work on [return date]. I will not be checking messages while I am off enjoying the season with family and friends. If your matter is urgent, please contact [contact name] at [contact email], who can help in the meantime. Otherwise, I will reply as soon as I return. Wishing you a very merry Christmas and a happy new year. Warm regards, [your name].
Shorter version
Thanks for your email. I am away for Christmas and back on [return date], not checking messages. For urgent matters, please contact [contact name] at [contact email]. Merry Christmas, and I will reply when I return.
Personalize
•  Keep the greeting warm but inclusive if you are unsure how a sender celebrates.
•  Set [return date] to your true first day back so nobody expects an early reply.
Detailed note with return date
When to use: Use this when senders benefit from knowing who covers during the season.
Message
Hello, thank you for reaching out. I am now away for the Christmas and holiday season and will return to the office on [return date]. During this time I will not be monitoring my inbox, and I will respond to your message after I am back. If your request cannot wait, please contact [contact name] at [contact email], who is covering for me on the [team name] over the break. Thank you for your patience, and I hope you have a restful and joyful holiday. Kind regards, [your name].
Shorter version
I am away for the holidays until [return date] and not checking email. For anything urgent, please contact [contact name] at [contact email] on the [team name]. Happy holidays, and I will reply when I return.
Personalize
•  Note who is covering on the [team name] so senders know where to turn.
•  Add a buffer to [return date] so your first day back is not buried in backlog.
With an alternate contact
When to use: Use this when your work divides between two people during the break.
Message
Thank you for your email, and happy holidays. I am away for Christmas and will be back on [return date], with no access to my inbox until then. So your request is handled quickly, please reach the right person below. For account and project matters, contact [contact name] at [contact email]. For anything else, [second contact name] at [second contact email] will be glad to help. I will follow up on anything outstanding once I return in the new year. Warm wishes, [your name].
Shorter version
I am away for Christmas until [return date]. For account matters, contact [contact name] at [contact email]; for everything else, [second contact name] at [second contact email]. Happy holidays, and I will reply when I return.
Personalize
•  Route by topic so senders reach the person who can help over the break.
•  Confirm [contact name] and [second contact name] are working before you list them.
Client-facing holiday note
When to use: Use this when your audience is external during the holiday season.
Message
Hello, and thank you for contacting [company name]. We are winding down for the Christmas holidays, and I will be back in the office on [return date]. Your work remains important to us, and my colleague [contact name] at [contact email] is available to help with anything you need over the break. I will personally follow up as soon as I return in the new year. Thank you for your partnership this year, and we wish you a warm and happy holiday season. Best regards, [your name].
Shorter version
Thank you for contacting [company name]. I am away for the holidays until [return date]. In the meantime, [contact name] at [contact email] is happy to help. Warm holiday wishes, and I will follow up when I return.
Personalize
•  Thank clients for the year; the holidays are a natural moment for goodwill.
•  Confirm [contact name] is available before pointing clients to them over the break.
Internal team note
When to use: Use this when the audience is your own team over the break.
Message
Hi team, thanks for your message, and happy holidays. I am off for Christmas and will be back on [return date]. While I am away, [contact name] at [contact email] is covering anything that comes up, and [manager name] can help with approvals. I will not be checking Slack or email, so please do not hold work for my input over the break. I will catch up on everything once I am back in the new year. Enjoy the time off and see you soon. Cheers, [your name].
Shorter version
I am off for Christmas until [return date] and fully offline. [contact name] at [contact email] is covering; send approvals to [manager name]. Happy holidays, and I will catch up when I return.
Personalize
•  Encourage the team to switch off too; nobody should wait on you over the break.
•  Point approvals to [manager name] so nothing stalls until the new year.
Whole-company holiday closure
When to use: Use this when the entire office is shut for the season.
Message
Hello, and thank you for contacting [company name]. Our office is now closed for the Christmas and holiday season from [closure dates], and we will reopen on [reopen date]. During this time our team will be away, and messages will not be monitored. We will respond to your email in the order it was received once we are back. For anything that genuinely cannot wait until we reopen, please contact [contact name] at [contact email]. Thank you for a wonderful year, and from all of us here, we wish you a merry Christmas and a happy, healthy new year. Warm regards, [your name].
Shorter version
Thank you for contacting [company name]. Our office is closed for the holidays from [closure dates] and reopens on [reopen date]. Messages are not monitored until then. For urgent matters, contact [contact name] at [contact email]. Happy holidays from all of us.
Personalize
•  State the exact [closure dates] and [reopen date] so customers can plan around them.
•  Keep one emergency contact live so truly urgent issues still reach someone.
Free template from sem.chat  ·  https://sem.chat/templates/christmas-out-of-office-message
