
Important Notice: Office Relocation 

Dear Valued Customer, 

We are writing to inform you that our office will be moving to a new location effective [Insert 

Date]. Our new address will be: 

[New Address] 

We appreciate your understanding and support during this transition. Our phone number and 

email address will remain the same: 

Phone: [Your Phone Number] 

Email: [Your Email Address] 

Should you have any questions or need assistance, please do not hesitate to contact us. We look 

forward to continuing to serve you at our new location. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


