
 

October 29, 2019 
 
URGENT MEMORANDUM 
 
TO: All Departments and Employees of Diamond in the Rough Realty, LLP 
 
FROM: Kaleigh Brillon 

VP of Operations Management and Research 
Contact at: [phone number] or [email address] 

 
SUBJECT: Must Relocate to New Office Building No Later Than November 6, 2019 

 
NOTICE 
Diamond in the Rough Realty, LLP will be relocating to a new office at [address]. It is located in 
Southeast Lubbock which may, unfortunately, be a longer commute for many of our employees; however, 
it is easily accessible via I-27. We sincerely apologize for the abrupt changes and we will be 
understanding if anyone is late during the next few weeks since it will take some time to adjust. 
 
All employees must have all of their belongings removed from our current office no later than 
November 6, 2018. We will no longer have access to the building starting November 6, so any 
belongings left behind will be difficult to retrieve. Should you leave anything behind, you must contact 
the landlord at [phone number]. 
 
A portion of the new office is already available so you can move in any time this week. 
 
Imporant Dates 
Oct. 29: 

New office available 
Oct. 29 - Nov. 5: 

Remove belongings from current office 
Carpets being cleaned at new office 

Nov. 5: 
Last day to access current office 

Nov. 6: 
First day officially in new office 

Nov. 6 - 20: 
Grace period for adjusting 
No late penalty until 11AM 



 

NEW ADDRESS 
[address] 
 
NEW OFFICE INFORMATION 
Our new location is [address]. Head south on I-27 and turn left on 85th Street directly after the exit. 
Avenue F will be on the right, and our building is tan and red and will be on the left. 
 
The new building we bought is partially outside of city limits. It has space where we can eventually add 
onto the existing building if necessary. The building has plenty of offices for us to use as well as a kitchen 
and meeting rooms. It also features a warehouse which we can use to store renovation materials, which is 
an amenity we could not have at our current building. 
 
This week I am getting the carpets cleaned since the previous tenants allowed animals inside, so only a 
portion of the office is ready. If you are allergic to dogs or cats, contact me immediately. I will set up a 
temporary alternative for you until we are insured the area is safe for you to work in. 
 
EXPLANATION 
Diamond in the Rough Realty, LLP acquired our current office building at [address] in October of 2018. 
This building has been sufficient for our needs over the last year but it has been decided at the last minute 
that we will not renew our current lease due to several reasons. 
 
First, we can no longer fit comfortably in our building due to our recent success and growth as a 
company. We recently hired new employees and I have heard the complaints from several people that 
there is not enough desk space. An accessible workspace is important and we wish to provide our 
employees with a workspace that will enhance productivity and creativity. 
 
Second, the landlord has confirmed that the elevator lights, which haven’t been functional for several 
weeks, are not a major concern to him; therefore, there is no definite time frame for repairs. This is a 
safety concern that I will not tolerate. 
 
Lastly, our company will continue to expand and we wish to have a proper amount of room to do so. We 
do not want to constantly move our offices due to growth so we bought a building that will allow us to 
expand for several years. 
 
I would like to thank all of our dependable employees for your cooperation. Once again, I apologize for 
the short notice. We intended on moving sometime next year but we decided the issue was urgent and 
should be dealt with immediately. Keep up the hard work and expect an extravagant office party in 
December. 


