
Office Relocation Announcement 

Dear [Stakeholder's Name], 

We are excited to announce that our office will be relocating to a new location on [Date]. This 

move is part of our commitment to providing a more comfortable and efficient working 

environment for our staff and stakeholders. 

New Address: 

[New Office Address Line 1] 

[New Office Address Line 2] 

[City, State, ZIP Code] 

Our new office is equipped with modern facilities and will allow us to serve you better. Please 

note that our phone numbers and email addresses will remain the same. 

We appreciate your understanding and support during this transition. If you have any questions 

or concerns regarding the office relocation, please do not hesitate to reach out to us. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Phone Number] 

[Email Address] 


