Relocation Letter for Employer

[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Employer’s Name]
[Employer’s Position]
[Company Name]
[Company Address]
[City, State, ZIP Code]

Subject: Request for Relocation
Dear [Employer’s Name],

| am writing to formally request relocation to [specific location or branch] due to [reason,
e.g., personal, family, or professional reasons]. | highly value my position at [Company
Name] and am eager to continue contributing to the company’s success while

addressing my current circumstances.

Reason for Relocation:

[Provide a clear and concise explanation for your relocation request.]
Proposed Transition Plan:
e [Steps to manage responsibilities during the transition.]

e [Details of remote work arrangements or other accommodations, if applicable.]
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| am happy to comply with the company’s relocation policies and provide any additional

documentation required. Please let me know if further discussion is needed.

Sincerely,
[Your Full Name]
[Your Job Title]
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