
[Your Name] 

[Your Title] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to express my support for [Employee's Name] in their request for relocation. 

[Employee's Name] has been an invaluable member of our team, contributing significantly to 

[specific projects or goals]. Their skills in [mention specific skills] have greatly benefited our 

department. 

Relocation will not only enhance [Employee's Name]'s professional growth but will also allow us 

to leverage their expertise in [new location or project]. I strongly believe that this transition will 

serve to benefit both the employee and our organization as a whole. 

I appreciate your consideration of this request and am confident that supporting [Employee's 

Name]'s relocation will lead to positive outcomes for all involved. 

Thank you for your time and support. 

Sincerely, 

[Your Name] 



[Your Title] 


