Important Announcement: Office Relocation

Dear Associates,
We are excited to inform you that our corporate office will be relocating to a new location. This

move reflects our commitment to growth and providing a better working environment for our
team.

New Office Details
Address: 123 Business Ave, Suite 456, Cityville, ST 12345
Moving Date: [Insert Moving Date]
New Office Features:
e Spacious meeting rooms

« Modern facilities
o Enhanced collaboration spaces

Moving Process

We have planned this transition carefully to minimize disruption. More information regarding
the moving process will be shared in the upcoming weeks.

Contact Information

If you have any questions or concerns, please reach out to the HR department at
hr@company.com.

Thank you for your understanding and cooperation during this exciting transition.

Sincerely,
The Management Team



