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move-out procedure
OFFICE: 
1730 W. Kilbourn Avenue, 1st floor
Milwaukee, wi 53233

Return of Security Deposit 
Upon checkout, if anything is found to be broken or not properly cleaned, the maintenance required to either repair or clean the item or area will be deducted from your security deposit. You will then receive an invoice with documentation. We do not want to do this. Please save us time and yourself money! A list of tenant cleaning expectations can be found on the back of this sheet. 
Please call the office (414-455-3965) to schedule an appointment for a walk through of the apartment. This is very important and must be scheduled for AFTER you have removed all personal property and cleaned the premises, as we will be taking your keys at that time. All walk throughs must take place between 7:00 a.m. and 2:00 p.m. on the final day of your lease. At the walk through, a SECURITY DEPOSIT REFUND FORM will be filled out with any pending deductions and your forwarding address. Please understand that if there are multiple individuals on the lease, the security deposit check will be written in all of your names. We cannot cut individual checks.
important Things to Remember
□
Make sure to inform the post office of a forwarding address.  This can be done easily online at https://moversguide.usps.com/
□
Contact all utilities, such as electricity, gas, heat, internet and/or cable to pay and close your accounts for the last day of your lease term.
 Notes:










Thank you for being our tenant. We hope you enjoyed your time here.          Best wishes for your future success!
Please clean the following items:

General:

□
Carpets. Vacuum all carpets THOROUGHLY. If carpet is beyond normal wear and tear and has become that due to your actions, please steam clean it.

□
Light fixtures and light switch plates. Clean all the light globes and covers. Replace burned out bulbs. Wash switches and plates thoroughly.

□
Ceiling fans. Wash all blades and replace any missing pull chains.

□
Walls and ceilings. Dust and/or wash all walls and ceilings. Remove all nails and patch all holes.

□
Floors. Sweep, vacuum and wash floors. 

□  Baseboards. Wipe down all baseboards.

Kitchen:

□
Stove. Clean all sides, behind , beneath , and inside it . Clean inside broiler, and under range. Remove the drip pans and soak them. If they cannot be cleaned, please replace them. Pop up the stovetop and clean underneath it.

□
Refrigerator. Clean behind and underneath it. Scrub all sides of it. Clean all shelving, racks and drawers.

□
Cupboards. Wash and dust cupboard tops, side, doors and shelves. Wash inside and out. Please make sure their is no residue from the cleaning product.

Bathroom:

□
Tub/Shower. Clean tub inside and out (tiles and/or tub surround). Remove all mildew and soap scum. Do not forget to clean ceiling of enclosed tub surround or shower. We recommend Soft Scrub with bleach for all bathroom areas.

□
Toilet. Clean all areas of the toilet, inside and out. Please scrub the bowl!

□
Vanity. Wash the inside, the outside, and all shelves.

□
Mirrors. Wash glass and frame of all mirrors.

Miscellaneous:

□
Porch. If you have porch access, please make sure the porch, in its entirety, is picked up and clean.

□
Basement. If you have access to the basement, make sure to remove all property, sweep and tidy up.

□
Lawn. Make sure to remove all property from the exterior of the building. if you are renting a house or a portion of a house, please clean up outside area.  Pick up all litter and debris.

