[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Welcome to your new home. Here’s the practical information worth keeping on the fridge.
Rent: due on the [1st] via [payment method]. Maintenance requests: [phone / portal / email] — for emergencies (water, heat, safety), call [emergency line] any hour. Trash, parking, and quiet hours: [summary or reference to lease].
We want this to be a good place to live. If something isn’t right, tell us early — small problems fix cheaper than big ones.
Sincerely,

[Your name]
[Title · Your company]
