MEMORANDUM

TO:      All Staff
FROM:    [Your Name / Office Manager]
DATE:    February [Date], 2025
RE:      Office Relocation to 410 Harbor Ave — March 3

Great news — our office move is just around the corner! Here's everything you need to know to make the transition smooth and stress-free.
📦  Pack Your Desk by Friday, February 28
Please have all personal belongings and desk items packed and labelled by end of day Friday, February 28. This gives our movers a clear run over the weekend. If you need packing supplies (boxes, tape, markers), they're available from [reception / supply room].
🚚  Movers Are In Over the Weekend
Our professional movers will be handling the heavy lifting Saturday and Sunday. Please do not schedule any office access over the weekend while the move is underway.
🏢  We Open at 410 Harbor Ave on Monday, March 3
Come Monday, March 3 we'll be up and running at our new home:
410 Harbor Ave
Update your email signature, business cards, and any client-facing materials with the new address at your earliest convenience.
🅿️  New Parking Passes
New parking passes for the Harbor Ave location are ready and waiting for you at reception. Pop by to pick yours up before the end of the week — you'll need it from day one at the new office.

Thanks everyone for your patience and cooperation during the move. If you have any questions in the meantime, feel free to reach out to [Contact Name] at [email/extension].
Looking forward to seeing you all settled into our new space! 🎉
