ANNOUNCEMENT OF RELOCATION OF RETAIL BUSINESS AND CHANGE OF MANAGEMENT

[DATE, ex. Wednesday, June 11, 1998]

[NAME, COMPANY AND ADDRESS, ex.

John Smith

XYZ Inc.

1234 First Street

Suite 567

Anycity, Anystate  85245]

Dear Valued Customer:

We are pleased to announce that effective [EFFECTIVE DATE OF RELOCATION], [NAME OF BUSINESS, ex. ACME USED AUTOMOBILES]  has relocated to [NEW ADDRESS] and will be under new management and ownership.

As a valued customer of the dealership, we invite you to come and see our new facility, including our sales showroom and bodyshop.  Our friendly staff will be pleased to proudly show you the products and services we offer.

We look forward to serving you.
Sincerely,

[YOUR NAME, ex. Jill Jones]

