
Relocation Benefits Offer 

Date: [Insert Date] 

Dear [Employee's Name], 

We are pleased to inform you about the relocation benefits available to you as you prepare for 

your move to [New Location]. We recognize that relocating can be a significant undertaking, and 

we are committed to supporting you during this transition. 

Relocation Benefits 

• Moving Expenses: We will reimburse you for all reasonable moving expenses, including 

packing, transportation, and insurance. 

• Temporary Housing: You will be provided with temporary housing for up to [number 

of months] while you settle into your new home. 

• Travel Expenses: We will cover travel expenses for you and your immediate family to 

the new location. 

• Home Sale Assistance: If applicable, we will assist you with the sale of your current 

home, including covering certain closing costs. 

• Home Finding Assistance: We will provide resources and support for finding a new 

home in [New Location]. 

We hope these benefits will make your transition as smooth as possible. Please feel free to reach 

out to [HR Contact Name] at [HR Contact Email] or [HR Contact Phone] if you have any 

questions or need further assistance. 

We look forward to your move and are excited to have you in [New Location]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Company Contact Information] 


