
Inquiry Regarding Relocation Benefits for 

Employees 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company's Name] 

[Company's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the relocation benefits offered 

to employees who are required to move for work-related purposes. As I am considering a 

potential relocation for my position, I would like to understand the specific benefits and 

assistance available to employees in this situation. 

Could you please provide me with details regarding: 

• The scope of relocation assistance offered. 

• Eligibility requirements for such benefits. 

• Any necessary documentation that needs to be submitted. 

• Timeframes associated with the relocation process. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


