
Notice of Office Transition 

Dear Valued Clients, 

We hope this message finds you well. We are writing to inform you of an upcoming transition in 

our office location. 

Effective [date], our office will be moving to a new address: 

[New Office Address]  

[City, State, Zip Code]  

We want to assure you that our commitment to providing you with the highest quality service 

will remain unchanged during this transition. Our phone number and email address will also 

remain the same. 

If you have any questions or concerns regarding this move, please feel free to reach out to us. 

Thank you for your continued support and understanding. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


