Dear Mr. /Ms. [name]
I [title][name] am writing on behalf of [name of organization]. You have been a valued patron and we have handled numerous [projects] for you. Due to the increasing demand for our [products/services] we have shifted our [offices/venue] to a larger and more spacious workplace specially designed to serve our [clients/customers] better. You can now visit us at
[Address]
For further details, you can contact us at:
Phone: [phone number]
Fax: [number]
Email: [email address]
Looking forward to serving you better.
Yours sincerely,
[Business Name
Address
Contact/Email
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