Check-In / Check-Out Sheet

This worksheet provides the Lessee with a check list of items to inspect prior to moving in. It will also be used as the basis for determining the refund of any security or cleaning deposit. The following charges may be withheld from the deposit, if applicable, when the lease expires. Please note that this is not an all-inclusive list; you can be charged for cleaning or repair items that are not on this list. These charges are based on the estimated cleaning time and supplies required. This list is designed to help determine, in advance, what the probable cost will be if the apartment is not maintain. Should you feel these charges are excessive, you have the option of hiring a cleaning service or performing the cleaning yourself.

	
	
	At 
Check-In

	At 
Check-Out
	
Estimated Cleaning Charge

	Kitchen:
	Oven cleaning
	
	
	$ 45

	
	Oven rack & pan cleaning
	
	
	$ 35

	
	Stove top cleaning
	
	
	$ 25

	
	Stove vent/hood cleaning
	
	
	$ 25

	
	Refrigerator cleaning
	
	
	$ 25

	
	If food left inside
	
	
	$ 45

	
	Sinks, cabinets & countertops 
	
	
	$ 15 to $30

	Bathroom:
	Sink & Cabinet cleaning
	
	
	$ 15

	
	Toilet cleaning
	
	
	$ 45

	
	Tub/Shower cleaning
	
	
	$ 55

	Floors:
	Carpet vacuuming
	
	
	$ 10 per room

	
	Carpet shampooing
	
	
	$ 45 per apartment

	
	Carpet stain removal
	
	
	$ 35 per room (plus shampoo)

	
	Linoleum cleaning/mopping
	
	
	$ 25 per room

	
	Wood floor cleaning/buffing
	
	
	$ 55 per room

	Miscellaneous: 
	Nail Holes
	
	
	$ 5 per spot

	
	Wall hole/dent patching 
	
	
	$ 15 per spot (plus painting)

	
	Wall painting (spot)
	
	
	$ 5 per spot

	
	Wall painting (entire wall)
	
	
	$ 35 per wall

	
	Wallpaper cleaning
	
	
	$ 25 per wall

	
	Window Screens/storms 
	
	
	Replacement Cost

	
	Window mini-blind cleaning
	
	
	$ 15 per blind

	
	Fireplace cleaning
	
	
	$ 25

	
	Smoke/CO Detectors 
	
	
	Replacement Cost

	
	Trash removal
	
	
	$ 5 per pound

	
	Other  repair/replacement
	
	
	At cost





Lessee will not be charged for normal wear and tear (see accompanying “Wear & Tear” article) but good housekeeping of all areas in and around the apartment and regular testing of smoke detectors is the responsibility of the Lessee. Replacements of smoke detector batteries, or light bulbs in common areas, are the responsibility of the Lessor. Please notify Lessor immediately when replacement is needed. 

I (the Lessee) have inspected the premises and find it to be clean and free of defects or damages, with the exception of those items listed herein. 





Move-Out Instructions


Early Cancellation:
Written 90 day notice is required. Lessee may move out of the apartment earlier than 90 days, but is still obligated to pay rent for those months, unless the apartment is also re-rented earlier. If Lessee needs to stay in the apartment past the 90 days, please contact Landlord ASAP to get approval. Since you’re formally requested that your lease be cancelled you cannot just decide to stay, new tenants may already be scheduled to move in. 

For All Tenants:
Lessee is expected to be out of the apartment by midnight on ________________. For each additional day  remaining in the apartment, you may be charged a daily rental fee. (Contact Landlord for the exact rate.) Lessee may move out before lease expires, but is still responsible for the rent, and is bound to the lease, until: 
1. Lessee has completely vacated the apartment.
2. All the keys have been turned over to the Landlord.
3. A final inspection has been made of the apartment. 
Landlord will not inspect the apartment until steps 1 & 2 have taken place, but will make every accommodation to meet Lessee’s convenience to help accomplish the last two steps. 

As outlined in the lease, the security deposit may not be used to pay the last month’s rent. The security deposit, minus any expenses, will be mailed to Lessee. The check, along with a detailed breakdown of deductions, will be made out in the name of all the Lessees. Please be sure to leave Landlord (and the Post Office) your forwarding address. If you would like the deposit refunded in any other manner, the request must be in writing and signed by all Lessees. The refund check will take at least a week to be disbursed.

These worksheet, cost schedule, and instructions are to be included as an addendum to the lease agreement. By signing below, you agree to the charges and condition as listed above. 


Lessee 						                                  Date

Lessee 						                                  Date

Lessor						                                  Date 

