
Service Relocation and Continuity Assurance 

Date: [Insert Date] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are reaching out to inform you of the upcoming relocation of our services. As we transition 

to our new location at [New Address], we want to assure you that we are fully committed to 

maintaining seamless service continuity during this time. 

Our planned timeline for the relocation is as follows: 

• Relocation Start Date: [Insert Start Date] 

• Expected Completion Date: [Insert Completion Date] 

Throughout the relocation process, we will ensure all our services remain operational and that 

there are minimal disruptions to your experience. Our team is prepared with contingency plans to 

address any potential issues that may arise. 

If you have any questions or concerns regarding this relocation, please do not hesitate to reach 

out to us at [Contact Information]. We appreciate your understanding and continued support 

during this transition. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 



[Your Title] 

[Your Company Name] 

[Your Contact Information] 


