
Inquiry Letter for Local Business Relocation 

Approval 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Business Name] 

[Your Business Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Local Authority or Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inquire about the process for obtaining 

approval for the relocation of my business, [Your Business Name], located at [Current Address], 

to a new location at [Proposed Address]. 

We are planning to move due to [briefly state reasons, e.g., growth in customer base, need for 

larger space, etc.]. To ensure a smooth transition, we wish to comply with all necessary 

regulations and guidelines set forth by your office. 

Could you please provide us with the necessary information regarding the relocation process, 

including any required permits, assessments, or documentation needed? Additionally, if there are 

any upcoming meetings or deadlines, we would appreciate the details. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Business Name] 


