
Letter of Change of Office Address 

Date: [Insert Date] 

Dear Valued Client, 

We are writing to inform you that [Your Company Name] has moved to a new office location. 

Effective [Effective Date], our new address will be: 

[New Office Address] 

We are excited about this change and look forward to continuing to serve you from our new 

location. Please update your records accordingly. 

If you have any questions or need further assistance, feel free to reach out to us at [Your Contact 

Information]. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


