
Facility Relocation Notification 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to inform you about the upcoming relocation of our facility, effective [Effective 

Date]. This decision has been made to better serve our clients and improve our operational 

capabilities. 

New Facility Address: 

[Insert New Address Line 1] 

[Insert New Address Line 2] 

[Insert City, State, Zip Code] 

Our phone number and email will remain the same: [Insert Phone Number] | [Insert Email 

Address]. 

We are committed to ensuring a smooth transition and will do everything possible to minimize 

disruptions during this time. Please feel free to reach out if you have any questions or need 

further information. 

Thank you for your understanding and continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


