
Branch Office Relocation Update 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are excited to inform you that our branch office will be relocating to a new facility. The 

details of the relocation are as follows: 

New Address: 

[Insert New Address] 

Effective Date: 

[Insert Relocation Date] 

We believe this move will allow us to better serve our clients and enhance our operational 

capabilities. Please feel free to reach out to us with any questions or concerns regarding this 

change. 

Thank you for your understanding and support during this transition. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


