
Company Relocation Update 

Date: [Insert Date] 

Dear [Stakeholder's Name], 

We hope this message finds you well. We are reaching out to provide you with an important 

update regarding our company's relocation. 

As part of our growth strategy, we will be relocating our headquarters from [Current Address] to 

[New Address] effective [Relocation Date]. This move will allow us to enhance our operations 

and better serve our clients and partners. 

We anticipate minimal disruption during this transition. Our team will be available at both 

locations for the duration of the move to ensure a smooth process. Please feel free to reach out to 

us with any questions or concerns you may have. 

We appreciate your continued support and understanding during this exciting time for our 

company. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


