
Office Relocation Letter to
Customers

[Company Letterhead]

[Date]

Subject: Important Update: Office Relocation

Dear Valued Customer,

I am excited to announce that [Your Company Name] is moving to a new location as

part of our efforts to serve you better. This move comes in response to our growing

customer base and the need for more space to enhance our services.

New Office Address:

[New Office Address Line 1]

[New Office Address Line 2]

[City, State, Zip Code]

Why We’re Moving

We have selected a more accessible, modern, and customer-friendly space that will

help us provide a higher level of service and support. The new location offers expanded

facilities, improved amenities, and a more welcoming atmosphere for client meetings,

consultations, and events.

Important Details to Note:

● Last Day at Current Location: [Last Working Day]

● New Location Operational From: [Reopening Date]
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● Contact Details: Our phone numbers, email addresses, and website remain

unchanged.

● Customer Support During the Move: We will make every effort to maintain our

standard of customer service throughout the transition period. However, please

expect minor delays between [Moving Start Date] and [Moving End Date].

What You Can Expect:

We are committed to ensuring a smooth and seamless transition. To assist with any

inquiries or concerns you may have during this period, please reach out to our customer

service team at [Customer Support Contact].

We are excited about this move and look forward to welcoming you to our new space!

Warm regards,

[Your Name]

[Your Position]

[Your Contact Information]
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