
Company Relocation Benefits 

Date: [Insert Date] 

Dear [Employee Name], 

We are pleased to inform you about the relocation benefits we offer to support your transition as 

you move to our new location. Your commitment to our company is greatly valued, and we want 

to ensure you have a smooth and successful relocation experience. 

Relocation Benefits 

• Reimbursement for moving expenses (up to [amount]) 

• Temporary housing assistance for up to [number] months 

• Travel expenses for house-hunting trip 

• Employing a relocation company to assist with the move 

• Family support services, including school finding for children 

Please keep all receipts and documentation for your expenses, and submit them to HR for 

reimbursement. If you have any questions regarding the benefits or need assistance with the 

relocation process, feel free to reach out to our HR team. 

Thank you for your hard work and dedication. We look forward to having you at our new 

location. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 


