Hello!

I am the (owner/manager) of the property at (address of property).  I would like you to know how to reach me for several reasons.

First, we would like to make ourselves available to you to quickly resolve any difficulty you encounter as a result of the short-term rental of this property.  If there are any problems related to trash, parking, noise, or other issues, please feel free to contact me at any time of the day or night.  We truly do want to hear from you so that we can solve the problem for you before it gets out of hand.  We also want to be aware of any guests to whom we would rather not rent again.  

Second, we would like to enlist your aid regarding the protection of this property.  If you ever notice any suspicious activity around the property, we would like you to call us or call the police.  The property is fully furnished with furniture and audio/video equipment so if you ever see anyone removing these items from the property, we would like to know about it immediately.

I can be contacted at (phone number) on (days), (hours).  After regular business hours, you may contact me on my cell phone (phone) at any time of the day or night.  If you feel that the situation is an imminent danger, please call the police.

We thank you for your cooperation in keeping your neighborhood safe and comfortable for everyone.  We look forward to talking with you at any time we can be of assistance.

Sincerely,

(Name) (Title)
(office phone number)
(cell phone number)

(email address)
