Tenant Move-In Checklist

Building Floor Suite No. Sq. Footage

Tenant Information

Name Contact

Present Telephone No. New Telephone No.

Present Mailing Address

Anticipated Occupancy Date

Date

Lease Abstract (or Transmittal) Received
Tenant Ledger Card Prepared

Construction Schedule Received from
Construction Dept.

Initial Contact with Tenant
Advance Letter/Tenant Manual to Tenant

Advance Letter Information Received
from Tenant:

Access Cards (Number: )
Deposit Received

Access Cards Delivered

Suite Keys (Number: )
Ordered

Suite Keys Delivered

Mail Keys (Number: )
Ordered

Mail Keys Delivered

Parking Allocated
(Number of Spaces: )

Parking Contracts Issued

Moving Company
Form Letter Mailed

Contact with Mover

Signage Ordered

Directory Strips Ordered
Emergency Numbers Received

Emergency Tenant Plans

Additional Information and Notes

Date

Follow-up on Advance Letter

Locks:
Exterior (Number: ) Ordered
Interior (Number: ) Ordered

Mailroom Information Forwarded to Postal
Service (Tenant Name, Suite, Box No.)

Construction Cleanup Scheduled

Punch List:
Compiled
Distributed
Completed
Acceptance of Space by Tenant:
Form Letter Sent
Received
Move-in
Rent Begins
Final Closeout

Per




DISCLAIMER: These sample forms and agreements are not endorsed by the Institute of Real Estate Management. They
are presented for informational purposes only and should not be relied on for accuracy, completeness, or consistency with
applicable law. The user is advised to check all applicable state and federal laws before using these forms, agreements,
or parts thereof. Because certain forms have legal implications (e.g., management agreements, rental applications), it is
recommended that downloaded versions of such forms should be reviewed with legal counsel prior to their use and that
any modifications made by the user should also be reviewed by legal counsel.





