
Welcome Letter









This is an example of a recognition and acknowledgment letter that begins to set up a warm and caring long-term relationship with a tenant. 

Dear “Tenant’s Name”,

One of my favorite duties, which I really enjoy, is the privilege of welcoming new tenants to our neighborhood.  I just want you to know that we are dedicated to serve your needs.  And our intent is to do it efficiently, courteously and promptly.  So if there are any questions you may have concerning your dwelling or the neighborhood in general, please give me a call and I or my staff will assist you.  Or if at any time in the future there is a matter which may arise because of a change of any kind, please let us know.

I’ve been asked to remind you of the following: 

The rent is always due at __________________ and no later than the _______ of every month. 

If you are paying by check, we ask that you please make the check payable to: ____________________________________________

Please mail it to: ________________________________________

And, if you do find that you need any repairs, please call (Your number goes here).

Sincerely,

Your Name

P.S. Please accept this note as a cordial greeting to you personally.

