
Office Relocation Update 

Dear [Stakeholder's Name], 

We are excited to inform you that we will be relocating our office to a new location. This move 

will take place on [date of relocation] and marks an important step in our growth and 

development. 

New Office Address: 

[New Address] 

Please note that our contact numbers and email addresses will remain the same. We strive to 

ensure a smooth transition and will continue to provide uninterrupted service during this period. 

We appreciate your continued support and understanding as we make this transition. If you have 

any questions or need further information, please do not hesitate to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


