Relocation Request Letter

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title]

[Company Name]

[Company Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

| hope this letter finds you well. | am writing to formally request a relocation within [Company Name]
to a different branch or office location. | have thoroughly enjoyed my time working with [Company
Name] and have found it to be a rewarding and enriching experience. As | have recently
experienced significant changes in my personal circumstances, | believe that relocating to [Desired
Location] would greatly benefit both my professional growth and personal well-being.

Over the course of my time at [Company Name], | have had the privilege of contributing to [mention
a few specific accomplishments or projects]. | am excited about the opportunity to continue this work
and contribute to the success of the [Desired Location] team. The new environment and challenges
presented by the [Desired Location] office align well with my career aspirations, and | am confident
that my skills and dedication would be valuable assets to the team there.

| understand that a relocation involves logistical considerations, and | am fully committed to assisting
with a smooth transition. | am willing to work closely with the HR department and my current team to

ensure that my responsibilities are properly transitioned and that there is minimal disruption to our



ongoing projects. Additionally, | am more than willing to take on any necessary training or
adjustments to ensure | am well-prepared for my role in the new location.

| kindly request your support and consideration for this relocation request. | am confident that this
move would not only enhance my professional development but also enable me to better balance
my personal commitments. | am open to discussing this further at your earliest convenience and can
be reached via phone at [Phone Number] or email at [Email Address].

Thank you for considering my request. | look forward to the possibility of continuing my journey with
[Company Name] in a new and exciting location. Your understanding and assistance in this matter
are greatly appreciated.

Sincerely,

[Your Full Name]

[Your Employee ID, if applicable]

[Your Signature (if sending a physical letter)]

Enclosure: [If applicable, mention any documents or supporting materials attached]



