[Date]

[Employee Name]
[Current Address]
[City, State, Zip Code]

Dear [Employee Name],

Welcome to [City Name]! We are thrilled to have you join the [Company Name] team at our
[Office Location/Neighborhood] office.

We understand that relocating to a new urban center is a significant transition. To help you settle
into your new professional environment, we have prepared a relocation package that includes:

e Temporary Housing Details: Information regarding your initial accommodations at
[Property Name].

e Commuter Information: A guide to local transit lines, bike-share programs, and office
parking protocols.

o Neighborhood Insights: A curated list of nearby dining, fitness centers, and essential
services in the [Neighborhood Name] area.

e Orientation Schedule: Your itinerary for your first week, starting on [Start Date] at
[Time].

Your dedicated relocation coordinator, [Coordinator Name], is available to answer any
immediate questions you may have regarding your move or your new surroundings. You can
reach them at [Phone Number] or [Email Address].

We are confident that your expertise will be a vital asset to our firm, and we look forward to
seeing you thrive in this vibrant city. We look forward to seeing you in the office on [Day of
Week].

Best regards,

[Signature]

[Sender Name]

[Title]
[Company Name]



