
Dear Valued Client, 

We are writing to inform you that our company is relocating to a new address effective [Date]. 

This move is part of our commitment to serving you better and enhancing our operational 

capabilities. 

New Address: 

[Company Name] 

[New Address Line 1] 

[New Address Line 2] 

[City, State, Zip Code] 

Important Dates: 

• Last day at current location: [Date] 

• First day at new location: [Date] 

During our transition period, we will ensure that there is minimal disruption to our services. You 

can continue to reach us through our usual communication channels. 

Thank you for your understanding and continued support. If you have any questions regarding 

our move, please do not hesitate to contact us at [Phone Number] or [Email Address]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


