
Dear Valued Customers, 

We hope this message finds you well. We are writing to inform you about an important change 

within our company. 

As of [Effective Date], our office will be transitioning to a new location. Our new address will 

be: 

[New Address] 

This move will allow us to serve you better and improve our operations. Our phone number and 

email addresses will remain the same, ensuring that you can still reach us without any 

disruptions. 

We appreciate your support during this transition and look forward to continuing to serve you 

from our new location. Should you have any questions or need assistance, please do not hesitate 

to contact us. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


