
Internal Memo 

To: All Staff 

From: [Your Name] - [Your Position] 

Date: [Insert Date] 

Subject: Workplace Relocation Announcement 

 

Dear Team, 

We are excited to announce that our company will be relocating to a new office space. This 

move is part of our ongoing efforts to provide a more effective and modern work environment. 

Relocation Details: 

• New Address: [Insert New Address] 

• Move Date: [Insert Move Date] 

• New Office Facilities: [Brief Description of New Features] 

This transition will allow us to enhance our productivity and collaboration. We are committed to 

ensuring a smooth transition for everyone. 

If you have any questions or concerns regarding the relocation, please feel free to reach out to 

your manager or the HR department. 

Thank you for your attention and support during this transition. 

Best regards, 

[Your Name] 

[Your Title] 


