
Service Relocation Announcement 

Dear [Recipient's Name], 

We are writing to inform you that we will be relocating our services to a new location effective 

[Date]. This decision comes as part of our ongoing efforts to enhance our operations and provide 

better service to our valued customers. 

The details of the new location are as follows: 

• New Address: [New Address] 

• Contact Number: [New Phone Number] 

• Effective Date: [Date] 

We appreciate your understanding and support during this transition. Our commitment to serving 

you with the highest level of service remains unchanged. 

If you have any questions or require further information, please do not hesitate to contact us at 

[Contact Information]. 

Thank you for your continued trust in us. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


