Move-Out Information Letter

Tenant Name(s) ________________________________________________________

Rental Unit Address _____________________________________________________

Dear ___________,

We are pleased that you selected our property for your home and hope that you enjoyed living here. While we are disappointed to lose you as a tenant, we wish you good luck in the future. We want your move-out to go smoothly and end our relationship on a positive note.

Moving time is always chaotic and you have many things on your mind, including getting the maximum amount of your security deposit back. Contrary to some rental property owners, we want to be able to return your security deposit promptly and in full. Your security deposit is $_______________. Note that your security deposit shall not be applied to your last month’s rent as the deposit is to ensure the fulfillment of lease conditions and is to be used only as a contingency against any damages to the rental unit.

This move-out letter describes how we expect your rental unit to be left and what our procedures are for returning your security deposit. Basically, we expect you to leave your rental unit in the same condition it was when you moved in, except for ordinary wear and tear that occurred during your tenancy. To refresh your memory, a copy of your signed Move-in/Move-out Inspection Checklist is attached reflecting the condition of the rental unit at the beginning of your tenancy. We will be using this same detailed checklist when we inspect your rental unit upon move-out and will deduct the cost of any necessary cleaning and the costs of repairs, not considered ordinary wear and tear, from your security deposit.

To maximize your chances of a full and prompt refund, we suggest that you go through the Move-in/Move-out Inspection Checklist line-by-line and make sure that all items are clean and free from damage, except for ordinary wear and tear. All closets, cabinets, shelves, drawers, countertops, storage, refrigerator and exterior areas should be completely free of items. Feel free to check-off completed items right on this copy of the Move-in/Move-out Inspection Checklist, as we will use the original for your final inspection.

Some of our tenants prefer to let professionals complete these items. You can contact your own professional or upon request we will be glad to refer you to our service providers so that you can focus on other issues of your move. You will work directly with the service provider on costs and payment terms knowing that you are working with someone that can prepare the unit for the walkthrough inspection. Call us if you would like contact information or for any questions as to the type of cleaning we expect.

Please be sure to remove all personal possessions, including furniture, clothes, household items, food, plants, cleaning supplies and any bags of garbage or loose items that belong to you. Of course, please do not remove any appliances, fixtures or other items installed or attached to your rental unit unless you have our prior written approval.

Please contact the appropriate companies and scheduled the disconnection or transfer of your phone, cable and utility services in your name. Also, cancel any newspaper subscriptions and provide the U.S. Postal Service with a change of address form.

Please contact us once all of the conditions have been satisfied to arrange an inspection of your rental unit during daylight hours. To avoid being assessed a key replacement charge, please return all keys at the time you vacate.

You have listed _____________________ as the move-out date in your notice. Please be reminded that you will be assessed holdover rent of $________ per day for each partial or full day after the above move-out date that you remain in the rental unit or have possession of the keys.  If you need to extend your tenancy for any reason, you must contact us immediately. Please be prepared to provide your forwarding address where we may mail your security deposit.

It is our policy to return all security deposits either in person or at an address you provide within ___________________ after you move out and return all keys. If any deductions are made for past due rent or other unpaid charges, for damages beyond ordinary wear and tear, or for failure to properly clean, an itemized explanation will be included with the security deposit accounting.

If you have any questions, please contact us at _________________________________________________.

Thank you again for making our property your home. We have enjoyed serving you, and we hope that you will recommend our rental properties to your friends, family, and colleagues. Please let us know if we can provide you with a recommendation letter. Good luck!

Sincerely,

____________________________

Owner/Manager

