
Dear [ TENANT NAME ],
Congratulations on your new home at [ PROPERTY ADDRESS ]. We’re excited to have you!
As you prepare to move in, there are a few preliminary steps you need to take to set up your online profile, schedule recurring rent payments, and ensure utilities are activated
1. Sign Up with Cozy
You'll be receiving an email invitation from Cozy (support@cozy.co) with instructions for setting up your payments. (Note: please check your spam folder if you don’t see it.)
If you haven't received the email invitation, you can create a free Renter account at https://www.cozy.co/signup using the exact email address that you provided, and when you log in your lease information will automatically appear in your account.
2. Set Up Your Payments
Late fees are no fun. That’s why we [ REQUIRE/SUGGEST ] that you set up automatic, recurring rent payments. When you set up recurring payments in Cozy, you'll enter your bank account information and select the day you’d like to schedule your rent payments to start. Your rent will then be sent automatically each month on the day that you select. You’re in full control of your payments, and funds are transferred to us within five business days.
[bookmark: _GoBack]It's Free - There is no cost to set up or transfer funds through Cozy.
It's Secure - Cozy uses bank-level encryption and we never have access to your password or bank account information.
It's Fast - You get credit for your online payments immediately!
It's Convenient - View your charges and make payments from anywhere, even from your mobile device! Visit https://home.cozy.co from any mobile web browser.
It's Flexible - Easily split the rent and other fees among roommates!

Cozy requires that you verify your bank account before any payments can process. It’s easy, but it takes most tenants 2-3 days to complete the verification, so plan accordingly!
The Cozy support team is amazing, and can help you get set up if you have any trouble. Contact them at support@cozy.co. They also have a thorough collection of FAQs at https://support.cozy.co.
3. Pay Deposits and Fees
If you haven’t already done so, please pay the security deposit and any move-in fees immediately. You can pay these fees through Cozy after you verify your bank account. Please notify us if you’d like to make other arrangements. You won't receive keys to your new place until these fees are paid.
4. Set Up Utilities, Change Your Address, and Move In
Please set up any necessary utilities to ensure service is active on the first day of your lease. Notify the US Postal Service of your change of address, which can be done at any post office or at usps.com. 
Your New Mailing Address: [ ADDRESS ]
Trash: Collection is at [ DAY ] at [ TIME] - [ PHONE # ]
Cable TV and Internet: [ COMPANY NAME ] - [ PHONE # ] - [ URL ]
Electric Company: [ COMPANY NAME ] - [ PHONE # ] - [ URL ]
Heating Company: [ COMPANY NAME ] - [ PHONE # ] - [ URL ]
Water and Sewer: [ COMPANY NAME ] - [ PHONE # ] - [ URL ]
Bulk Trash Collection: [ COMPANY NAME ] - [ PHONE # ] - [ URL ]
Recommended Cleaning Service: [ COMPANY NAME ] - [ PHONE # ] - [ URL ]
Recommended Movers: [ COMPANY NAME ] - [ PHONE # ] - [ URL ]

You must schedule your exact move-in day and time with us. We cannot give you keys or access to the property until your lease starts.
5. Get Comfortable
Moving can be stressful, and we're here to help! Please review and keep the following information for your reference:
Primary Contact: [ MANAGER or LANDLORD NAME ] - [ EMAIL ] - [ PHONE # ]
Emergency Contact: [ BACKUP NAME ] - [ EMAIL ] - [ PHONE # ]
Rent: [ $ AMOUNT ] due on [ 1st of the month ], paid through Cozy.co
Late Fees: [ % or $ ] late fee will be added on the [ DAY OF MONTH ]
Smoke & CO Detectors: [ # ] detectors in the [ LOCATION 1, LOCATION 2, & LOCATION 3 ]
Fire Extinguishers: A fire extinguisher is located in the [ LOCATION ]
Local Newspaper: [ WEBSITE URL ]
Local Reviews: Yelp.com or [ WEBSITE URL ]
County/City Alerts: [ WEBSITE URL ]

Again, we’re excited you’re here and we look forward to working with you. Please let us know if you have any questions.

Sincerely,

[ MANAGER NAME ], [ COMPANY NAME ]
[ MANAGER PHONE # ], [ COMPANY WEBSITE ]

