
Facility Relocation Announcement 

Date: [Insert Date] 

Dear Team, 

We are excited to announce that our company will be relocating to a new facility. This move is 

part of our ongoing efforts to improve our workspace and enhance our services. 

New Facility Address: 

[Insert New Address] 

Relocation Date: [Insert Relocation Date] 

The new facility offers better amenities, improved technology, and a more collaborative 

environment. We believe this move will greatly benefit our operations and enhance our team's 

productivity. 

Please be assured that we are doing everything possible to ensure a smooth transition. Further 

details about logistics, transportation, and any necessary adjustments will be communicated 

shortly. 

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

questions, feel free to reach out to your manager or the HR department. 

Thank you for your continued commitment to our success. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


