[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient's Name]

[Company's Name]

[Company's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. | am writing to inquire about the relocation benefits that may
be available to me, as | am considering a potential move for [mention your reason, e.g., a job

transfer, personal reasons, etc.].

Could you please provide me with detailed information regarding the relocation package offered
by [Company's Name]? Specifically, | would like to know:

e The services included in the relocation package.
« Any financial assistance provided for moving expenses.
e Support with finding housing or temporary accommodations.
e Reimbursement policies and processes.
Thank you for your assistance. | look forward to your prompt response.

Sincerely,

[Your Name]



