Relocation Notice

Date: [Insert Date]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to inform you that we will be relocating our
office to a new address effective [Effective Date]. The new address will be:

[New Office Address]

We want to ensure a seamless transition, and our phone number and email addresses will remain
the same. Please feel free to reach out if you have any questions or if there's anything we can
assist you with during this period.

Thank you for your continued support and understanding. We look forward to serving you from
our new location.

Best regards,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



