Workplace Relocation Announcement

Dear [Employee Name/Team],

We are excited to announce that [Company Name] will be relocating our office to a new
location. This move is part of our ongoing efforts to enhance our work environment and improve
our overall operations.

The details of the relocation are as follows:

o New Address: [New Address]
o Effective Date: [Effective Date]

We believe this new space will provide us with the necessary resources to support our growth
and foster a collaborative work atmosphere. Please feel free to reach out with any questions or
concerns regarding this transition.

Thank you for your continued dedication and support.

Sincerely,

[Your Name]

[Your Position]
[Company Name]



