
Office Address Change Notification 

Date: [Insert Date] 

To: [Service Provider Name] 

Address: [Service Provider Address] 

Dear [Service Provider Name], 

We are writing to inform you that our office address has changed. Please update your records 

accordingly. Our new address is as follows: 

[New Office Address] 

All communications and services should be directed to this new address effective from [Effective 

Date]. We appreciate your attention to this matter and look forward to continuing our 

relationship. 

If you have any questions, please feel free to contact us at [Your Phone Number] or [Your Email 

Address]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


