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1. Overview

Successful property management begins with good documentation, and you’ll want to give your 
new tenants as much information as possible to start your renting relationship off on the right foot. 
A welcome letter can both provide information about your property’s rules and regulations, and add a 
human touch to an otherwise formal process. 

Use the enclosed document to welcome your tenant and explain his or her responsibilities (rent due date, 
manner of payment, etc.), provide building management information, emergency contact information, 
and maintenance request instructions. You can show your new residents that you and your company are 
professional and reliable and establish expectations on both sides from the start. In every way, this lays 
the foundation for a great (and long-lasting) landlord/tenant relationship. 

2. Dos & Don’ts Checklist

	 The enclosed document addresses some of the more general questions that a tenant may have 
when moving into a new property (e.g., who should I call for general maintenance issues?). If you 
have more specific questions and answers that you want to include, feel free to do so. 

	 Consider giving this to each new tenant at the time he or she signs the lease. Having this 
information immediately available can limit follow-up calls or questions. 

	 You may want to spell out the specific events that you consider emergencies in the welcome 
letter. For example, an overflowing or clogged toilet in a one-bathroom unit, or no heating or air 
conditioning in extreme temperatures may be considered emergencies. A dripping sink may not. 
Include any items that you yourself would consider an emergency.

	 The enclosed letter indicates that a signed copy of the move-in checklist that you completed during 
your walkthrough is enclosed. If you are mailing this letter, make sure that you include this checklist 
in the envelope.

	 Keep a copy of all correspondence between you and your tenants. It is important to get all of the 
important terms of the tenancy in writing, no matter how trivial they may initially seem.

DISCLAIMER

LegalZoom is not a law firm. The information contained in the packet is general legal information and should not be construed as legal 
advice to be applied to any specific factual situation. The use of the materials in this packet does not create or constitute an attorney-client 
relationship between the user of this form and LegalZoom, its employees or any other person associated with LegalZoom. Because the law 
differs in each legal jurisdiction and may be interpreted or applied differently depending on your location or situation, you should not rely 
upon the materials provided in this packet without first consulting an attorney with respect to your specific situation.

The materials in this packet are provided "As-Is," without warranty or condition of any kind whatsoever. LegalZoom does not warrant the 
materials' quality, accuracy, timeliness, completeness, merchantability or fitness for use or purpose. To the maximum extent provided by 
law, LegalZoom, it agents and officers shall not be liable for any damages whatsoever (including compensatory, special, direct, incidental, 
indirect, consequential, punitive or any other damages) arising out of the use or the inability to use the materials provided in this packet.
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Form Sample


