
[Date] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company Name] 

[Recipient Address]  

Subject: Announcement of Business Name Change 

Dear [Recipient Name], 

We are excited to announce that as of [Date], our company will be officially rebranding and 

changing its name from [Old Business Name] to [New Business Name]. 

This name change is part of our ongoing evolution as a company. While our name is changing, 

our commitment to providing high-quality service remains the same. Our ownership, 

management, and staff will remain unchanged, and we will continue to operate from our current 

location at [Address]. 

Please note the following administrative updates: 

• Our new website address is [New Website URL]. 

• Our email addresses have changed to [Name]@[NewDomain].com (old emails will be 

forwarded for a limited time). 

• Please update your records to reflect our new legal name for all future invoicing and 

correspondence. 

We thank you for your continued support. If you have any questions regarding this change, 

please feel free to reach out to us. 

Sincerely, 

[Your Name] 

[Your Title] 

[New Business Name]  


