Office Relocation Announcement

Dear Team,

We are excited to inform you that our office will be relocating to a new location effective [Date].
The new address will be:

[New Office Address]

This move is part of our ongoing efforts to create a more productive and collaborative work
environment. The new space offers improved facilities and amenities that we believe will
enhance our work experience.

Please take note of the following important details:

e Moving Date: [Moving Date]

« New Office Phone Number: [New Phone Number]

o Parking Arrangements: [Parking Details]

« Instructions for Transitioning: [Additional Instructions]

We appreciate your support and cooperation during this transition period. If you have any
questions or concerns, please do not hesitate to reach out.

Best regards,
[Your Name]

[Your Position]
[Your Company Name]



