Short-Term Move Success Guide
High-impact, low-effort interventions relocation managers can implement immediately.

Why this matters – the quick proof
Structured, caring arrival and onboarding experiences measurably improve retention, productivity and satisfaction – and small actions early on have outsized returns. See SHRM’s summary of onboarding benefits for verification. (SHRM)
Relocation programs that offer choice and personalization increase satisfaction and reduce churn; personalization is a growing, proven trend in mobility. (Mercer)
Many official relocation policies recommend contact within the first 48 hours after arrival to confirm details and prevent issues from escalating. (njc-cnm.gc.ca)
A practical relocation checklist and a well-structured package protect your investment in talent and make the move smooth – see industry guides from CapRelo for example components. (CapRelo)
Recent industry coverage shows mobility programs moving toward flexibility and personalization – the tactics below reflect that direction. (relocatemagazine.com)

Quick overview – 5 high-impact moves (what to do, fast)
1. Send a concise Welcome Email the moment the lease/keys are confirmed. (See template below.)
2. Deliver a 60–90 second unit tour video (hosted privately). Small production – phone + 1 person walking through – reduces first-day uncertainty.
3. Provide a one-page “Arrival Snapshot” with unit facts + local tips (template below). This single page often prevents dozens of small questions.
4. Offer 2–3 simple personalization options transferees can select before arrival (bedding type, preferred floor if available, preliminary workspace setup). Track selections in your CRM.
5. Follow up within 48 hours with a proactive check-in (phone or video) and again at day 7 – early troubleshooting prevents minor pain points from becoming bigger problems. (48-hour contact is an established best practice in some relocation directives.) (njc-cnm.gc.ca)

Templates you can copy & paste
1) Welcome email – send immediately after unit is confirmed
Subject: Welcome – your [City] unit is ready! | Arrival Snapshot attached
Hi [First name] – welcome to [City]!
Quick note to say your unit at [property name / address] is confirmed. I’ve attached a one-page Arrival Snapshot with the key details (WI-FI, parking, nearest transit, grocery/restaurant picks). We’ve also prepared a short 60–90s photo tour of the unit – watch here: [private link].
We have chosen the unit to match the specifications you’ve listed [list requests here – if there are any requests that you were not able to fulfill, be transparent and list those as well]. I’ll check in within 48 hours of your arrival to make sure everything looks good.
Safe travels – looking forward to helping you get settled.
Best,
[Your name] – Relocation Manager, [Company]
[phone] | [email] | [support contact]

2) 48-hour follow-up script (phone or video)
Hi [First name], it’s [Your name] from [Department]. I just wanted to check that you arrived okay and confirm a few quick things: 
1. Is the unit what you expected? 
2. Any immediate issues (WI-FI, keys, utilities, cleanliness)? 
3. Do you need recommendations for groceries, childcare, or transit? 
I can help with any quick fixes now or log a service request and follow up by [time].
If everything’s fine, great – I’ll check again on day 7 to make sure your workspace and commute are comfortable.
3) One-page Arrival Snapshot – layout (use as PDF)
· Header: Arrival Snapshot – [Name] | [Unit address] | Move-in date
· Quick facts (top-left): keys collected from: [contact], WI-FI SSID & password, parking, trash pickup day, emergency #
· Local essentials (top-right): nearest grocery, pharmacy, urgent care, transit stop + time to office
· Neighborhood tips (center): safe walking routes, basic transit card name and where to get it, typical lunch spots near the office
· Personalization choices & contacts (bottom-left): bedding options chosen, desk setup, housekeeper schedule (if provided)
· Support & escalation (bottom-right): your 48-hour contact, 7-day check-in date, how to submit service requests
(One page – printable and emailed.)
Personalization: easy options that matter
Once the housing is confirmed, personalization shifts from property features to meaningful service touches that make the arrival feel warm and intentional. These options are simple to coordinate but have a powerful impact on employee comfort and family satisfaction.
Offer a short pre-arrival checklist (3–4 quick questions) that allows transferees to tailor their experience:
· Workspace setup: standard desk / ergonomic chair / dual-monitor add-on
· Arrival time window: AM / PM (helps coordinate cleaning and key handoff)
· Pantry or fridge pre-stocking: custom grocery list / essentials basket
· Welcome gift option: none / for spouse / for child
Document selections in the employee’s file and include a “personalization complete” checkbox on your move-in checklist.
AvenueWest Global can also coordinate additional concierge-style services such as towel and linen service, cleaning support, dry cleaning pickup, and other on-demand comforts. These details not only enhance the transferee’s stay but also reinforce the sense of care and professionalism that defines the AvenueWest experience.

Communications cadence (simple, proven)
· T-minus 3–7 days: Welcome email + Arrival Snapshot + personalization request.
· Day 0 (move-in): SMS or email with video link + emergency contact.
· Within 48 hours: Live check-in (phone/video). (Many policies require contact within 48 hours.) (njc-cnm.gc.ca)
· Day 7: Follow-up, workspace ergonomics check, neighborhood Q&A.
· Day 30: Satisfaction survey + open items resolution.
Small tech stack (minimal cost)
· Private video host (Vimeo, Google Drive shared link) for unit tours.
· Single-page PDF generator (Canva or Word template).
· CRM or spreadsheet to track personalization choices and check-ins.
· Single shared service-request form (Google Form or ticketing tool) to log fixes.
Industry templates and checklists (example: CapRelo) offer more comprehensive policy layouts if you want to expand beyond short-term moves. (CapRelo)
Measurement – KPIs that prove value (track at 30 and 90 days)
· Time to first issue resolution (target: <72 hours)
· % who report ‘settled’ at day 7 (target: 80%+)
· Employee satisfaction with move (NPS or 1–10 scale at day 30)
· Offer acceptance/relocation acceptance rate (if your role influences offers)
Structured onboarding and good arrival experiences have large, measurable effects on retention and productivity – cite SHRM’s onboarding findings for benchmarking. (SHRM)

One-page checklist for your process (copyable)
· Send Welcome Email + Arrival Snapshot
· Upload & share unit tour photos
· Record personalization choices in CRM
· SMS on move-in day with support contact
· 48-hour live check-in (phone/video)
· Day-7 follow-up & workspace check
· Day-30 satisfaction survey & close loop

Quick references & further reading (verifiable)
· SHRM – onboarding benefits and why it matters. (SHRM)
· CapRelo – relocation package checklist & industry guides. (CapRelo)
· National Joint Council (example policy) – contact within 48 hours recommendation. (njc-cnm.gc.ca)
· Mercer – research on personalization and benefits/retention. (Mercer)
· Relocate Magazine – trends toward personalization and flexible packages (2025). (relocatemagazine.com)

Final note – how to start this week
1. Pick one current or upcoming short-term move.
2. Use the Welcome Email template and attach an Arrival Snapshot.
3. Make a 60s phone video walk-through and send the link.
4. Schedule the 48-hour follow-up now.
Do that for one move this week, track one satisfaction score at day 7, and you’ll have the proof you need to scale these steps – small changes, big difference.

