[Company Logo]   [Company Name]
CHANGE IN WORK LOCATION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Change in Your Work Location
Dear [Employee Name],

We wish to inform you that, due to [Reason, e.g. relocation of our office to larger premises], your place of work will change with effect from [Effective Date].
	Particulars
	Details

	Current work location
	[Current Address]

	New work location
	[New Address], near [Landmark]

	Effective date
	[Effective Date]

	Working hours
	[No change / New timings]

	Transport support
	Shuttle from [Pickup Point], or conveyance allowance of ₹[Amount] per month for [Months] months, or not applicable



1. Your new access card will be issued on [Access Card Date]. Please return your old card to Admin.
1. Attendance will be recorded on the biometric system at the new location from the effective date.
1. Your designation, department, reporting manager and CTC remain unchanged.
1. This change does not require you to relocate your residence.
Please reach out to [HR Name] if you face any difficulty with the move.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Acknowledged
[Employee Name]
Signature: ____________
Date: [Date]
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