
Application for Moving Business Location 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your approval for relocating 

my business, [Your Business Name], currently situated at [Current Address] to a new location at 

[New Address]. 

The reason for this move is [briefly explain the reason, e.g., to accommodate business growth, 

better market access, etc.]. We believe that this new location will enable us to serve our 

customers better and enhance our operational efficiency. 

We have already ensured that the new location meets all necessary compliance and zoning 

regulations. We are committed to maintaining our high standards of service during and after the 

move. 

I would appreciate your prompt attention to this application and look forward to your favorable 

response. If you require any further information, please feel free to contact me at [Your Phone 

Number] or [Your Email Address]. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Business Name] 

[Your Contact Information] 


