
New Year Out of Office Message Templates
Warm out of office auto-reply templates for the New Year holiday period, including full company closure notices. Use the variants as-is, edit the placeholders, or download the editable Word doc.
Short and simple
When to use: Use it for a short holiday closure when you just need to set a return day.
Message
Happy New Year, and thank you for your email. Our office is closed for the New Year holiday, and I will be back at my desk on reopen date. I will not be checking messages during the break, so I can return refreshed and ready to help. If your note needs attention before then, please contact contact name at contact email. Otherwise I will reply as soon as I can once we reopen. Wishing you a wonderful start to the year.
Shorter version
Happy New Year. I am away for the holiday and back on reopen date. For urgent matters, contact contact name at contact email.
Personalize
· Set reopen date to your true first working day after the holiday.
· Keep the greeting warm so the reply feels personal, not automated.
 
Detailed with return date
When to use: Use it when the break spans several days and you can name both ends.
Message
Thank you for your message, and a very happy New Year to you. Our team will be closed from closure start as we pause to rest and celebrate with family and friends. We will reopen and resume normal service on reopen date. During the break I will have no access to email, so please expect a short delay in my reply. If something cannot wait until we return, contact name is available at contact email to help. Thank you for a great year of working together, and I look forward to picking things back up in the new year.
Shorter version
Happy New Year. We are closed from closure start and reopen on reopen date. For urgent help, contact contact name at contact email.
Personalize
· List both closure start and reopen date so senders know the full break.
· Add a warm line thanking clients for the past year.
 
With alternate contact
When to use: Use it when part of the team is off but cover exists during the season.
Message
Thank you for reaching out, and best wishes for the New Year. I am away over the holiday period and will return to the office on reopen date. My inbox will not be monitored while I am off, so I want to make sure you still get looked after. For general questions, please contact contact name at contact email. If your matter is urgent, you can also reach second contact, who is on hand during the break. I will follow up personally once I am back. Here is to a bright and successful year ahead for us both.
Shorter version
Happy New Year. I am back on reopen date. Contact contact name at contact email, or second contact for urgent matters.
Personalize
· Confirm contact name and second contact are both actually working over the holiday.
· Keep the sign-off warm and forward-looking.
 
Client-facing
When to use: Use it when the business closes for New Year but clients still expect coverage.
Message
Thank you for your email, and a happy New Year from all of us. Our offices are closed for the holiday so our team can recharge, and we will be back to full service on reopen date. We know your work does not always pause when ours does, so if you need support during the break, contact name is reachable at contact email. For everything else, we will respond in the order received once we return, typically within response time. We are grateful for your partnership this past year and look forward to achieving even more together in the one ahead.
Shorter version
Happy New Year. We reopen on reopen date. For urgent support, contact contact name at contact email; otherwise expect a reply within response time.
Personalize
· Reassure clients that their projects resume smoothly on reopen date.
· Keep response time realistic given the post-holiday backlog.
 
Internal-team
When to use: Use it when the team is mostly off but an on-call rota keeps things safe.
Message
Hi team, happy New Year. I am taking the holiday break and will be back online on reopen date. I will not be checking messages while I am off, so please do not wait on me for anything. For urgent matters, on-call person is covering during the break and can be reached quickly. General questions can go to team channel, where someone will pick them up. If you need something specifically from my area, loop in contact name, who has the context. Enjoy the time off, rest up, and I will see you all in the new year.
Shorter version
Happy New Year. Back on reopen date. Urgent items go to on-call person; general questions to team channel; my area covered by contact name.
Personalize
· Confirm the on-call person rota before the break starts.
· Pin the note in team channel so latecomers see it.
 
Company-wide closure
When to use: Use it when the whole business is closed and only a single inbox is watched.
Message
Thank you for contacting company name. Our offices are now closed for the New Year holiday, from closure start through to our reopening on reopen date. During this time our team is taking a well-earned rest, and email will not be monitored. Your message is important to us and will be answered as soon as we return, in the order it was received. For genuinely urgent matters that cannot wait until we reopen, please write to contact email, which is being checked periodically over the break. From everyone here, thank you for your support this year, and we wish you a happy, healthy, and prosperous New Year.
Shorter version
company name is closed for the New Year from closure start until reopen date. For urgent matters, email contact email. Happy New Year from all of us.
Personalize
· Confirm someone genuinely monitors contact email during the closure.
· Match closure start and reopen date to the official company calendar.
Free template from UNmiss · https://unmiss.com/templates/new-year-out-of-office-message
