
Request for Relocation Support 

Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

Recipient Name 

Recipient Title 

Company Name 

Company Address 

City, State, Zip Code 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request support for my upcoming 

relocation due to [reason for relocation, e.g., a new job position, family commitments, etc.]. As I 

prepare for this transition, I wanted to discuss the possibility of [specific support needed, e.g., 

financial assistance, temporary housing, etc.]. 

Given the circumstances surrounding my move, I believe that [brief justification for support 

request, e.g., the necessity to ensure a smooth transition for personal or professional matters] 

would greatly assist me in settling into the new environment. I have thoroughly researched 

relocation options and understand the potential costs involved. 

I appreciate the company's commitment to supporting employees, and I believe that this 

assistance will enhance my ability to contribute meaningfully once I arrive. I am open to 

discussing this further and exploring any available options that could ease this transition. 

Thank you for considering my request. I look forward to discussing this matter with you at your 

earliest convenience. 

Sincerely, 

[Your Name] 


