
[Your Name/Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 

[Date] 

[HOA Board Name] 

[Association Name] 

[Address] 

[City, State, Zip Code] 

Dear Members of the [Association Name] Board, 

My name is [Your Name] and I am a Relocation Specialist with [Company Name]. I am writing 

to formally introduce myself and the services I provide to professionals and families moving into 

the [City/Neighborhood] area. 

I frequently work with high-profile corporate clients and executive transferees who are seeking 

premium residences within well-managed communities like [Association Name]. My goal is to 

ensure a seamless transition for new residents while upholding the standards and governing rules 

of your association. 

I am interested in learning more about your specific move-in protocols, architectural guidelines, 

and community amenities. Having this information on hand allows me to properly vet potential 

residents and ensure they are fully aware of their responsibilities to the HOA before they arrive. 

I have enclosed my business card and a brief brochure regarding my services. If there are 

specific documents or digital portals you prefer relocation professionals to use, please let me 

know. I look forward to working together to maintain the excellence of [Association Name]. 

Thank you for your time and for your dedication to the community. 

Sincerely, 

[Signature] 

[Your Printed Name] 

[Your Title] 


