[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Subject: Request for Relocation Financial Assistance

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request financial assistance for my
upcoming relocation due to [reason for relocation, e.g., a new job position, personal
circumstances, etc.].

As part of this transition, | anticipate several costs including [list specific costs, e.g., moving
expenses, temporary housing, transportation, etc.]. I have researched these expenses thoroughly
and estimate the total cost to be approximately [insert amount].

Thank you for considering my request. | would be grateful for any assistance you can provide or
guidance on how to proceed with this request. I look forward to your positive response.

Sincerely,

[Your Name]



