
Advisory Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Notice of Relocation of [Agency Name] 

Dear [Recipient's Name], 

We are pleased to inform you that [Agency Name] will be relocating to a new address effective 

[Effective Date]. This move is part of our ongoing efforts to improve our services and provide 

better facilities for our clients and staff. 

The new address will be: 

[New Address Line 1] 

[New Address Line 2] 

[City, State, Zip Code] 

We expect to complete the move by [Moving Date], and our services will continue without 

interruption. Please feel free to reach out to us if you have any questions or need further 

information regarding this transition. 

Thank you for your continued support and understanding. 

Sincerely, 

[Your Name] 

[Your Title] 

[Agency Name] 

[Contact Information] 


