

Departure Program Intro email from DSC
Subject Line:
RMC / End Client (Company) / EE / File Number / Introduction to Your Consultant

Dear ASSIGNEE’S FIRST NAME,
My name is YOUR NAME and I will be serving as your IOR Destination Services Consultant for your upcoming departure. I would like to schedule a phone call to discuss the timeline for your move, confirm when/if written notice of your lease termination has been provided to the Landlord/Property Manager, identify potential repairs needed and schedule house cleaning. Would (day of the week) at (time) be a convenient time for us to speak? If not convenient, please provide a suitable time and I will try to accommodate.
I would like to meet with you briefly at your rental property to discuss how you can best prepare the property for the final Property Move Out walk through with the Landlord. 
I will be present at the Property Move Out walk through along with you and the Landlord. I will help facilitate the return of your Security Deposit, assist with notifying the utility companies of your move date, cancelling renter’s insurance and identify best time to close your local bank account.
Please view our Departure Security Deposit Video for some useful tips.
Upon completion of my services, you may have an opportunity to offer feedback on the departure support that IOR provided. My goal is your complete satisfaction. Appreciate your feedback and any suggestions on what I can do to improve your experience and the experience of future transferees.
I look forward to hearing from you and am available for any immediate questions or concerns you may have.

