Tenant Move Out Letter

Dear       ,


We received you written notice that you will be moving out on ______________.

Currently, we are holding a security deposit of $_____________________. We would like to refund your security deposit in full, the following is a list of items that should be completed in order for you to receive your entire deposit. 


If you decide not to complete any of the items, we will hire a sub-contractor to complete the work at a rate of $30.00 per hour. We would rather give you your full deposit back though it is your decision.


The unit should be “broom swept” clean, this means you should clean the;

____Stove inside and out

____Vent Hood

____Cabinets inside and out

____Remove any adhesive paper that you may have installed

____Sinks

____Showers

____Tubs

____Medicine cabinets

____Mirrors

____Kitchen and Bath Walls

____Spot clean walls in other rooms

____Baseboard

____Window sills

____Closet shelving

____Light fixtures

____Window sills

____Wash the tile and linoleum floors

____Vacuum the rugs

____Sweep the deck/patio

____Sweep the storage enclosure

____Sweep the garage

____Remove all personal belongings 

____Dispose of all trash


As you complete these tasks, feel free to check them off. 


If the unit has been damaged in any way, you will be required to fix the damage or we will hire a subcontractor to fix the damage and your security deposit will be deducted the amount of the labor ($30.00 per hour), materials, and the time it takes to purchase the materials ($30.00 per hour).


Enclosed you will also find a form that will help you determine between what is normal “wear and tear” and what will be considered “damage”. Please use it when assessing you unit.


I have also included a copy of the Unit Condition Form that you filled out prior to you tenancy. The condition of the unit should match this form when you move out, otherwise will have the repairs done and deduct them from you security deposit.


Please be aware that your tenancy does not officially end until we receive the keys to the unit. If you hold the keys into another month, you will be charged for the additional amount of time.


We will set up a time to inspect the unit after you have moved out. You will be notified of the time and can attend the inspection if you wish. The balance of your security deposit will be sent to you with in seven days of that date.


Please also be aware that we will require access to the apartment in the coming days for the purpose of renting to another tenant. We will give you a minimum of twenty-four hour notice (as required by law) and longer if possible, we would appreciate your cooperation with this matter.


We hope that your move goes smoothly and successfully and wish you will in your new home.







Sincerely,







Property Manager

