
Relocation Agreement Process Steps 

Dear [Employee's Name], 

We are pleased to inform you about the steps involved in the relocation agreement process. 

Please find the outlined process below: 

1. Initial Discussion: Schedule a meeting to discuss the details of your relocation. 

2. Relocation Package Review: Review the terms and conditions of the relocation package 

offered. 

3. Document Preparation: Prepare required documents, including proof of employment 

and relocation intent. 

4. Approval Process: Submit documents for approval from HR and management. 

5. Final Agreement: Sign the relocation agreement upon approval. 

6. Relocation Coordination: Work with the relocation coordinator for logistics and action 

plans. 

7. Move Execution: Complete the move and ensure all aspects are finalized. 

If you have any questions or require further information, please do not hesitate to reach out. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 


