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XXXXX 
XXXXX 
XXXXX 
XXXXX, 
 

DATE 
Dear XXXXXX 
 
Welcome to POD  
We are writing to introduce you to POD Management as the managing agent of your development is changing 
from DJC.  We have been appointed by Channels (Chelmsford) Management Company Limited to support the 
RMC Directors as their managing agent from 1st August 2019. 
 
Contact Details  
So that we can easily and efficiently communicate with you in relation to the development, and only the 
development, especially in the case of emergencies, we’d be grateful if you could complete the online contact 
form on our website (podmanagement.co.uk/customer-contact) to provide your email and telephone 
contact information. 
 
Your unique property reference is: - XXXXX. 
 
We’ll take care of it 
We strive to make a difference to our customers' lives by using a smart range of services to provide peace of 
mind. We assign a dedicated and meticulous team of experts to each development.  No problem is too small, 
and attention-to-detail is a given, thanks to an innovative use of technology to ensure a complete, transparent 
data flow, with no loss of knowledge.  
 
We will also work closely with the Channels Residents Community Group in supporting RMC directors to 
discharge their obligations by focusing on community engagement and promoting a sense of ownership of 
the development. 
 
Questions or Queries 
We appreciate you may have questions in relation to the transfer of management to ourselves. With this in 
mind, we have added below some frequently asked questions that may assist. 
 
Kind Regards, 
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FAQs 
 
1. How do I log an issue or query? 

 
A – For the next two months whilst the handover of management takes place issues should be raised via 
the CRCG website 'Log A Concern' page at: www.channels.community/log-a-concern/  
 
This will ensure that there is a robust audit trail and that during the on-going mobilisation, RMC Directors 
can check that all issues raised are appropriately logged by POD on their system and are being dealt 
with accordingly. Once POD’s systems are fully up and running, issues will be logged directly with POD 
and there should be no need for doing so via the CRCG website. 
 

2. What happens in relation to my service charge account with the previous managing agent? 
 

A - In accordance with best practice and industry guidance the previous managing agent has 90 days 
from the date on which the management transfers, to provide us with a full financial reconciliation for the 
development. This reconciliation will include a summary of your service charge account, the balance on 
the account and a breakdown of all the recent transactions. 
 
Once received we will upload this information to our system so that your account is up to date. 
 

3. What happens to my standing order arrangement in place with the previous management agent? 
 

A - You should cancel any payment arrangement with the previous managing agent that will lead to you 
making a payment to them after the handover date to ourselves. 
 

4. Will any information be lost in the transition between agents? 
 

A - Our aim is to ensure no loss of knowledge. In an attempt to make certain of this, we provide the outgoing 
managing agent with a detailed list of information we require. Once this information is filed, we don’t just 
file it, we endeavour to learn all we can about your development, so we prepared for the ongoing 
management.  Of course, sometimes information may not be handed over to us and therefore if you feel 
there is something important you need to make us aware of please do not hesitate to get in contact. 

 
5. Who manages my development at POD? 

 
A – At POD we allocate a team of people to the management of your development and we use technology 
to aid the day to day management associated with your development. Ultimately a Customer Relationship 
Manager will oversee the management of your building. However, s/he is supported by our POD Support 
team and others to improve your overall residential management experience. As a result, if you have any 
query at all just contact our support team and we will get back to you with a prompt and helpful response. 


