
Announcement of Office Expansion 

Dear [Business Partner's Name], 

We are excited to announce that [Your Company Name] is expanding its operations! As part of 

our commitment to growth and improved service, we will be relocating to a larger office space 

located at [New Address] effective [Date]. 

This expansion will allow us to enhance our capabilities and further support our partnership with 

you. We are dedicated to providing excellent service, and this new facility will help us achieve 

that goal. 

We appreciate your ongoing support and partnership. Should you have any questions or need 

assistance during this transition, please do not hesitate to reach out. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


