
Relocation Update Notification 

Date: [Insert Date] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you that [Organization 
Name] will be relocating to a new address effective [Effective Date]. This change is part 
of our commitment to enhancing our services and better meeting the needs of our 
community. 

Our new address will be: 

[New Address Line 1] 

[New Address Line 2] 

[City, State, Zip Code] 

Our phone number and email address will remain the same: [Phone Number] | [Email 
Address]. 

We apologize for any inconvenience this may cause and appreciate your understanding 
during this transition. We are excited about the opportunities this move will bring and 
look forward to continuing our work together in our new space. 

If you have any questions or need further assistance, please do not hesitate to reach 
out. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Organization Website] 


