
 

Corporate Welcome Packet 
Process Overview: 

1. Confirm that the sale has closed: Make note of the estimated close date when 
the 6(d) is received and contact the owner or site manager to confirm the closing 
as taken place. 

2. Contact AR and coordinate the resale within the system. 
3. AR will move the new owner into the system which will trigger a “report” in the file 

queue for the next morning to be mailed or emailed. 
4. Coordinate with the site staff to have the corporate packet delivered or send it to 

the new owner directly (if applicable). 
 
System Settings: Save the Welcome Letter template for each association and upload 
any relevant documents. 

1. Select Setup/Association Setup. 
2. Choose an association. 
3. On the Association Information screen, select the “Welcome Letter Template – 

Corporate” from the Welcome Letter drop down and click save. 

 
4. Scroll down to the bottom and click on the Notes tab. 

 
4. Click New. 

 
5. Enter the following fields and click Save: 

o Description: Enter a description for the new note (ie. Welcome Packet 
Attachments)  

o Corr Type: Select the welcome letter correspondence type from the 
dropdown. 

o Status: Select Open from the dropdown. 
o Note Type: Select Note from the dropdown. 

 



 

6. Once the note is saved, a fillable attachment field will appear. Click Manage. 

 
7. Click Choose File to browse to and select all of the documents to be added as 

part of the welcome packet. 

 
8. Click Save after each addition. 

 
9. If multiple documents are added, enter the order in the Welcome Letter column 

in which the documents will appear in the packet. 
10. Complete this procedure until all attachments have been added. 

 
 
Sending the Packet: 

1. Log in the following day and check the file queue. 
2. Download the file and print or email it to the owner or send it to the site staff to 

include additional information. 
a. If there is only one letter/packet included, you can email it from the file 

queue to the owner.  
b. Note* that all resales that took place within the prior day for that 

property will be a combined into one PDF so ensure that the file is 
separated per owner before it is sent. 


