
[Company Name] 

[Current Address] 

[City, State, Zip Code] 

[Date] 

RE: Notice of Corporate Office Relocation 

Dear [Recipient Name/Valued Clients/Partners], 

We are excited to announce that [Company Name] will be relocating to a new office space 

effective [Date of Move]. 

Our new office location will be: 

[Company Name] 

[New Street Address] 

[Suite/Floor Number] 

[City, State, Zip Code] 

Please note that our primary phone numbers and email addresses remain unchanged. Our 

physical office at [Current Address] will officially close on [Final Date at Old Location]. 

We kindly ask that you update your records and direct all future correspondence to our new 

address starting [Date]. We look forward to continuing our partnership with you from our new 

professional home. 

Should you have any questions regarding the move, please feel free to contact us at [Phone 

Number] or [Email Address]. 

Sincerely, 

[Signature] 

[Your Name] 

[Your Title] 


