Relocation Cost Justification Letter

Date: [Insert Date]

[Recipient Name]

[Recipient Title]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

I am writing to formally request the justification for the relocation expenses incurred during my
recent move for [reason for relocation, e.g., job transfer, company policy changes, etc.]. As part
of my employment with [Company Name], | understand that such costs can be reimbursed under
our relocation policy.

The total amount spent on my relocation is [insert total amount]. This includes:

Moving Expenses: [breakdown of moving expenses]

Temporary Housing: [details and costs]

Travel Expenses: [details and costs]
Miscellaneous Costs: [details and costs]

| believe these expenses are justified due to [provide reasons such as increased responsibilities,
job requirements, etc.]. The nature of my new role in [new position] necessitates my presence at
[new location], and | am fully committed to contributing to the team's success in this capacity.

Thank you for considering my request. | am looking forward to your positive response and any
further actions required to process this justification.

Sincerely,
[Your Name]
[Your Job Title]

[Your Contact Information]



