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Dear _________________________:

As the displacee of the property located at ____________________, you are entitled to certain relocation benefits that have been explained to you in detail.  This letter is to remind you of relocation assistance that is available to you and ensure program guidelines are followed, in order to receive your full relocation benefits.

In order to qualify for reimbursement of eligible relocation benefits, you MUST:

· Provide the Department with a certified list or inventory of the items to be moved at least 30 days in advance of the start of your move;
· Notify the Department at least 15 days in advance of the date of the start of your move or disposition of your property;
· Permit the Department to monitor the move; and
· Permit the Department to make reasonable and timely inspections of the personal property at both the displacement and replacement sites.

The Department is prepared to assist you in the relocation of your business.  If we have not already met with you to discuss the details of your business, please contact me to arrange a meeting.  We will review your particular circumstances and provide assistance as appropriate for you.  In particular, we suggest discussing:

[bookmark: Check1]|_|  1.	The business’s replacement site requirements, current lease terms and other contractual obligations, and the financial capacity of the business to accomplish the move.

[bookmark: Check2]|_|  2.	Determining the need for outside specialists that may be required to assist in planning the move, assistance in the actual move, and in the reinstallation of machinery and/or other personal property.

[bookmark: Check3]|_|  3.	Estimate the time required for the business to vacate the site.

[bookmark: Check4]|_|  4.	Estimate the anticipated difficulty in locating a replacement property.

[bookmark: Check5]|_|  5.	Identify any necessary advance payments, which require prior approval.


USE APPROPRIATE PARAGRAPH BELOW:
As the owner of a nonresidential property, you have 18 months from the later of the following two dates to file a claim for moving expenses:  __________ the date you vacated your displacement property at ____________________, or __________ the date the Department paid you for the displacement property.  You have 24 months from that same date to file an appeal for relocation benefits.

As the tenant/lessee of a nonresidential property, you have 18 months from __________, the date you vacated your displacement property at ______________________________, to file a claim for moving expenses.  You have 24 months from that same date to file an appeal for relocation benefits.


If you have any questions, please contact me at ____________________.



