
Relocation Update Announcement 

Dear Team, 

We are excited to announce that our office will be relocating to a new space starting next month. 

This move is part of our effort to provide a better working environment and accommodate our 

growing team. 

New Address: 

1234 New Location Ave, 

Suite 100, 

City, State, ZIP Code 

The move will take place over the weekend of [Move Dates]. We anticipate minimal disruption 

to our operations, and we appreciate your cooperation during this transition. 

Further details regarding logistics and updates will be shared soon. Please feel free to reach out 

with any questions or concerns. 

Thank you for your continued support. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 


