
Dear [Client's Name], 

We hope this message finds you well. We are writing to inform you about the upcoming 

relocation details regarding your account with us. 

Relocation Details 

New Address: [New Address] 

Effective Date: [Effective Date] 

Important Information 

Our services will continue uninterrupted during the transition. Please update your records to 

ensure all communications are directed to our new location. 

Contact Information 

If you have any questions or need further assistance, feel free to reach out to us at: 

Email: [Email Address] 

Phone: [Phone Number] 

Thank you for your understanding and continued partnership. We look forward to serving you 

from our new location. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


