
Notification of Location Shift 

Date: [Insert Date] 

Dear [Client/Customer Name], 

We are writing to inform you that [Service Agency Name] will be relocating to a new location 

effective [Insert Date]. This decision has been made to better serve our clients and enhance our 

services. 

New Location Details 

Address: [Insert New Address] 

Phone: [Insert New Phone Number] 

Our hours of operation will remain the same: 

Hours: [Insert Hours of Operation] 

Please note that our email and website will remain unchanged. 

Thank you for your understanding and continued support. We look forward to serving you at our 

new location! 

Best regards, 

[Your Name] 

[Your Position] 

[Service Agency Name] 

[Contact Information] 


