
[Date] 

[Resident Name] 

[Unit Number] 

[Property Address]  

Welcome to Your New Home! 

Dear [Resident Name], 

We are delighted to welcome you to [Property Name]. We hope you are settling in comfortably 

and that you enjoy being a part of our community. 

Below is some important information regarding your residency: 

• Property Manager: [Name] 

• Office Hours: [Hours] 

• Contact Number: [Phone Number] 

• Email Address: [Email Address] 

Rent Payments 

Rent is due on the [Day] of each month. You can pay your rent via [Payment Method/Online 

Portal Link]. 

Maintenance Requests 

For routine maintenance, please submit a request through [Portal/Email]. For after-hours 

emergencies, please call [Emergency Phone Number]. 

Trash and Recycling 

Trash collection takes place on [Days]. Please ensure all waste is placed in [Location]. 

Parking 

Your assigned parking space is [Space Number/Location]. Please ensure your permit is visible at 

all times. 

If you have any questions or need assistance during your move-in process, please do not hesitate 

to reach out to the management office. 

Sincerely, 



[Your Name/Property Manager Name] 

[Property Management Company Name]  


