[Your Name]

[Street Address]

[City, State ZIP Code]

[phone number - optional]

[email address - optional]

November 9, 2010

[Name of Recipient]

[Title]

[Company Name]

[Street Address]

[City, State ZIP Code]

Dear [Name of Recipient]:

Thank you for your continued working relationship with [Company Name].

I would like to take this opportunity to inform you of a change in our business address.

Our new location is:

[Company Name]

[Address]

[City], [State] [Zip]

Please make a note of this new information in your records.

I look forward to continuing to work together in the future.

Sincerely,

[Your Name]

[Title if any or delete if none]

