
Facility Relocation Notification 

Date: [Insert Date] 

Dear [Stakeholder's Name], 

We are writing to inform you about an important update regarding our company's operations. As 

part of our ongoing efforts to enhance our services and improve our production capabilities, we 

have decided to relocate our facility. 

Relocation Details 

Current Facility Address: 

[Current Facility Address] 

New Facility Address: 

[New Facility Address] 

Relocation Date: 

[Insert Date of Relocation] 

We anticipate that the relocation will be completed by [Insert Completion Date], and we do not 

expect any disruption to our services during this transition. Our team is committed to ensuring a 

seamless move, and we are taking all necessary precautions to maintain our service quality. 

Impact on Stakeholders 

We assure you that this move is aimed at improving our operational efficiency and will benefit 

all our stakeholders in the long run. We will continue to communicate all relevant updates as we 

progress through this transition. 

If you have any questions or concerns regarding the relocation, please do not hesitate to contact 

us at [Contact Information]. 

Thank you for your understanding and support during this exciting transition. 

Sincerely, 

[Your Name] 

[Your Position] 



[Company Name] 

[Contact Information] 


