
Update on Our Office Move 

Dear [Partner's Name], 

We hope this message finds you well. We are excited to inform you that our company will be 

moving to a new location as part of our ongoing growth and improvement initiatives. Our new 

office will be located at: 

[New Office Address] 

Our move will take place on [Moving Date]. We anticipate minimal disruption during the 

transition and assure you that our phone number and email addresses will remain the same. 

Please feel free to reach out to us during this time. 

This new space will enable us to better serve our clients and partners with enhanced facilities and 

a more collaborative environment. We appreciate your support and understanding as we embark 

on this exciting change. 

Thank you for your continued partnership. We look forward to welcoming you to our new office 

soon! 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Contact Information] 


