Dear Mr. /Ms. [name]
I [title] [name] am writing on behalf of [name of organization]. Esteemed benefactor as you know that we have handled numerous [projects] for you and look forward to working with you again. This letter is to inform you we have shifted our [offices/venue] to a location more suitable for operation. Also, the customers would have easier access to our services and products now due to the fact that the new location is present in the center of the city. 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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