
Office Relocation Notification 

Date: [Insert Date] 

To Whom It May Concern, 

We are writing to inform you of the change in our office address. Please update your records 

accordingly. 

New Office Address: 

[Insert New Address Line 1] 

[Insert New Address Line 2] 

[Insert City, State, ZIP Code] 

Our contact number and email address will remain the same: 

Phone: [Insert Phone Number] 

Email: [Insert Email Address] 

We appreciate your attention to this matter and look forward to continuing our relationship from 

our new location. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Website] 


