
Relocation Offer Letter 

Date: [Insert Date] 

To, 

[Employee Name] 

[Employee Address] 

Dear [Employee Name], 

We are excited to inform you that we would like to offer you a relocation to our new office 

located at [New Office Address]. This move is part of our commitment to better align our team 

operations and provide you with enhanced opportunities for professional growth. 

Your new position as [Job Title] will be effective starting [Start Date] at the new location. We 

believe that this transition will enable you to excel further in your role and contribute to our 

collective success. 

As part of your relocation package, we are pleased to offer you the following benefits: 

• Relocation bonus of [amount] 

• Assistance with moving expenses 

• Temporary housing support for [duration] 

• Coverage for travel expenses related to the move 

Please review this offer carefully, and if you have any questions or need further clarification, feel 

free to reach out to [Contact Person/HR]. We look forward to your positive response and are 

thrilled about the journey ahead. 

Best Regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 


