
Internal Memo 

To: All Staff 

From: [Your Name], [Your Position] 

Date: [Date] 

Subject: Opening of Our New Office 

 

Dear Team, 

We are excited to announce that we will be opening a new office located at [New Office 

Address] on [Opening Date]. This expansion is a significant step in our growth and will allow us 

to better serve our clients and support our teams. 

Join us for an opening ceremony on [Date and Time]. We encourage everyone to attend and 

celebrate this milestone with us. 

Thank you for your continued hard work and dedication. Together, we are building a brighter 

future! 

Best regards, 

[Your Name] 

[Your Position] 


