
Office Relocation Announcement 

Dear Board Directors, 

We are excited to inform you that our company will be relocating to a new office space effective 

[insert date]. The decision to move arises from our commitment to fostering a more collaborative 

and innovative work environment. 

The new office address will be: 

[New Office Address] 

This move represents a significant milestone for our company, and we believe it will enhance our 

productivity and team dynamics. 

Please feel free to reach out with any questions or concerns regarding the relocation. We look 

forward to welcoming you to our new space soon! 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


