
Relocation Benefits Outline 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name / Company's Name] 

Subject: Relocation Benefits Outline 

Dear [Employee's Name], 

We are pleased to offer you relocation benefits to assist you with your upcoming move to [New 

Location]. Below is an outline of the benefits available to you: 

1. Moving Expenses 

• Transportation costs for you and your family. 

• Costs associated with packing and moving your belongings. 

• Storage fees for up to [X months]. 

2. Temporary Housing 

• Assistance with temporary accommodations for up to [X weeks]. 

• Reimbursement for hotel or rental expenses up to [amount]. 

3. Home Sale and Purchase Assistance 

• Reimbursable closing costs for the sale of your home. 

• Assistance with finding a real estate agent in [New Location]. 

4. Relocation Allowance 

A one-time relocation allowance of [amount] to assist with additional costs incurred during your 

move. 

Next Steps 

Please review the outlined benefits and feel free to reach out with any questions. We are excited 

to support you through this transition. 

Sincerely, 

[Your Name] 



[Your Position] 

[Company Name] 

[Contact Information] 


