Dear (Single Service Member)
It has been a pleasure communicating with you about your move to (fill in command / installation name). This letter contains very useful information and resources that you will want to save for future references. Per our conversation, I am sending you and your family the information you requested. As your sponsor, I will assist you by connecting you with the appropriate contacts for in-processing and transition needs. Additionally, I am happy to answer any questions you may have. 
Our command ombudsman, (insert name), serves as a liaison between the commanding officer and command family members and is a source of information and referral. Please contact (insert name) at (insert ombudsman’s official email and/or phone number) if you would like a family member to be added to (her/his) contact list. (She/He) can serve as a point of contact for your family members and provide information for the command’s Family Readiness Group, or FRG. 
If you are entitled or authorized to receive a housing allowance and live in the community, you can use the Housing Early Assistance Tool, or HEAT, or go to the local Housing Service Center to learn about housing options at your new installation. Junior Service members (Navy E1-E4) not entitled or not authorized a housing allowance must check in with the local Unaccompanied Housing Office to determine availability of housing. 
Visit the MilitaryINSTALLATIONS website for the most current information on your new location, child care, education, employment, special needs programs and housing, along with photos of the installation. You can find links to installation videos and create a customized downloadable booklet of information to carry along on your trip. There is a listing of major units and contacts for important programs and services, so you can email or call the relocation office, housing office, transportation office or any other office for additional information.
You may also find the Plan My Move application very helpful. On this website, you can create a custom moving plan or use the standard 90-day calendar. This calendar is a handy tool, as it has articles, helpful tips and links to better prepare you for your move. Using both MilitaryINSTALLATIONS and Plan My Move together can help you complete an efficient and cost-effective move. 
Check out the Military OneSource website, which contains comprehensive information and resources on a broad range of topics or call 800-342-9647 for assistance 24 hours a day, seven days a week. Valuable information is also available on the Fleet and Family Support Program website.
Remember, you can call or email me anytime. I will be happy to help you make arrangements or answer any questions you may have.
Sincerely,
