
[Your Name/Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address] 

[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

Welcome to the neighborhood! We are thrilled to have you as a new member of our community. 

Relocating to a new area can be both exciting and overwhelming. To help you settle in, I wanted 

to introduce myself and offer my assistance as you get acquainted with [Name of 

Neighborhood/City]. 

I have lived/worked in this area for [Number] years and would be happy to share 

recommendations for local services, including: 

• Reliable contractors and home maintenance 

• The best local grocery stores and markets 

• Highly-rated restaurants and cafes 

• Nearby parks, gyms, and recreational facilities 

Enclosed/Attached you will find a small guide with some of my favorite local spots and 

important contact numbers for the area. 

If you have any questions or if there is anything I can do to make your transition smoother, 

please do not hesitate to reach out. I look forward to seeing you around the neighborhood. 

Best regards, 

[Your Signature] 

[Your Printed Name] 


