
Employee Relocation Offer 

Date: [Insert Date] 

[Employee's Name] 

[Employee's Address] 

[City, State, Zip Code] 

Dear [Employee's Name], 

We are pleased to offer you a relocation opportunity for your position as a [Job Title] at 

[Company Name]. We believe that this transfer will be beneficial for your career development 

and the growth of our team. 

Details of your relocation offer are as follows: 

• New Location: [New Location] 

• Effective Date: [Start Date] 

• Relocation Assistance: [Details of relocation assistance, if applicable] 

• Compensation Package: [Details of salary, bonuses, etc.] 

Please review this offer and let us know your acceptance by [Response Deadline]. Should you 

have any questions or need further clarification, feel free to reach out to [Contact Person's Name] 

at [Contact Information]. 

We are excited about the opportunities this new role presents for you and look forward to your 

contributions in the new location. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Company Phone Number] 


