
Office Relocation Letter to
Suppliers

[Company Letterhead]

[Date]

[Supplier’s Name]

[Supplier’s Company]

[Supplier’s Address]

Subject: Notice of Office Relocation and Updated Business Address

Dear [Supplier’s Name],

I am writing to officially inform you that [Your Company Name] will be relocating to a

new office. This decision comes as part of our continuous efforts to improve our facilities

and streamline our business operations. We deeply value the collaboration we have

established over the years, and we want to ensure that this relocation does not disrupt

our ongoing business relations.

New Office Address:

[New Office Address Line 1]

[New Office Address Line 2]

[City, State, Zip Code]

Relocation Details:

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

● New Location Operational From: [Reopening Date]
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● Updated Shipping Address: Please update your records and direct all

deliveries to the new address starting from [Relocation Date].

How This Affects Our Operations:

Our phone numbers and email addresses will remain unchanged, allowing seamless

communication. However, please note that there may be minor delays in processing

orders during the moving period from [Moving Start Date] to [Moving End Date]. We are

making every effort to minimize any impact this move may have on our supply chain

operations.

We highly appreciate your attention to this matter and your support during the transition.

If you have any questions or need further information, please feel free to contact [Your

Name] at [Your Contact Information].

Thank you for your continued partnership.

Warm regards,

[Your Name]

[Your Position]

[Your Contact Information]
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