
Office Relocation Letter to
Employees

[Company Letterhead]

[Date]

Subject: Important Announcement: Office Relocation

Dear Team,

I am thrilled to share some exciting news with you! As part of our growth strategy and

efforts to enhance our work environment, [Your Company Name] will be relocating to a

brand-new office space. This decision reflects our commitment to providing a more

collaborative, comfortable, and modern workspace for all our employees.

New Office Address:

[New Office Address Line 1]
[New Office Address Line 2]
[City, State, Zip Code]

Why We’re Moving

The move aims to provide a more spacious, inspiring, and technologically advanced

working environment. The new space is equipped with improved facilities, open seating

areas, conference rooms, and breakout zones that align with our goal to foster

creativity, collaboration, and productivity.
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Key Details of the Move:

● Moving Date: [Moving Date]

● New Office Operational From: [Office Reopening Date]

● Working Hours at New Location: [New Working Hours, if applicable]

● Transportation Arrangements: We understand that the new location may alter

your daily commute. We are working on transportation options, including [carpool

arrangements/public transit passes/parking details].

What You Need to Do

We request that you start packing your personal belongings and work-related materials

by [Packing Start Date]. Label your boxes clearly to make the unpacking process easier

at the new location. IT equipment and furniture will be handled by our moving team.

Please ensure that sensitive documents and personal belongings are securely packed.

If you have any questions or concerns about this transition, please feel free to reach out

to [HR Contact Name] at [HR Contact Information].

We are excited about this new chapter and believe it will significantly improve our work

dynamics and productivity.

Best Regards,

[Your Name]

[Your Position]

[Your Contact Information]
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