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LANDLORD NAME HERE

March 15, 2006
TENANT ADDRESS HERE

Dear TENANT:
Move-out Instructions

As you prepare to leave your apartment, you should remember the following:

1. Provide me with adequate notice of your intent to vacate.  This is accomplished through no less than 60 day’s written notice with the notice sent via certified mail.
2. Refer to your lease for specific instructions, but you must ensure that all appliances, carpets, bathrooms, and tile floors are PROFESSIONALLY cleaned, at your expense.  The carpets must be deodorized. Any bubbles or other lumps in the carpet must be stretched and/or repaired. You must provide me with paid receipts for the work before you depart. This ensures that the next tenants enjoy a clean, fresh apartment just as you did when you moved in.  Cardinal ChemDry is the carpet-cleaning vendor at 703-451-9086.

3. Clean the inside of the windows.  You may wish to have this done at the same time the other items are cleaned.  

4. Patch, repair and prepare all holes and damaged wallboard and have the walls, ceilings and woodwork painted in the original color:  Duron® Plast-Kote® Antique White in the semi-gloss finish.

5. Replace any missing, blackened or damaged grout and caulking in the bathrooms and kitchen.

6. Repair or replace any damaged or missing tile and baseboards in the bathrooms and kitchen.

7. Replace all light bulbs, whether burned out or not, including the fluorescent tubes in the kitchen ceiling and over the sink.

8. Repair or replace anything that has been damaged, destroyed, or removed during your occupancy.  This includes all doors, screens, window and mirror glass, smoke and/or fire alarm and its batteries and appliance parts.  Remember that when you moved in you inspected the property and itemized anything that was not in good condition.  If the apartment is not in the same condition, with reasonable wear and tear excepted, an amount will be withheld from your deposit.

9. Cancel any utilities you may have under your name.  For reference, the contact information follows:

10. Telephone Company



Number found on your bill.

11. Comcast Cable Company


703-716-9701       

12. NOTE:  Do not remove the cable modem and connecting cables from your apartment or you will be charged a $200 replacement fee. The cable modem belongs to Shadowood Condominium Association and it must not be removed from the property. Converter boxes belong to the cable company.









NO

13. Satellite Cable Company


Number found on your bill.

14. Washington Post




1-800-477-4679

15. Return to me any parking and pool/tennis passes you may still have.

16. Remove all personal belongings and debris from the apartment, balcony or patio and storage bin before your last day.  If I find anything after your departure, it will be discarded—NO EXCEPTIONS!
17. Return all keys to me (including the mailbox and storage room keys).

18. Provide me with your forwarding address and telephone number.

19. An electric and gas deposit of $500 will be withheld from your deposit until the final bill is determined.  This could be up to 2 and a half months after you depart depending on when you leave.

20. Set the thermostat on "OFF" at approximately 55 degrees.  Close and lock all windows and doors, and close the blinds or shades and turn off all lights.

21. Replace any blinds that have been damaged during your occupancy. Any broken, missing or bent blinds will require replacement of the entire blind assembly.
22. Turn off all lights and appliances with the exception of the refrigerator, which should be placed on a cool setting with the doors tightly closed.  ENSURE THAT THE INTERIOR AND UNDERSIDE COILS OF THE REFRIGERATOR ARE PROFESSIONALLY CLEANED.

23. Call the Shadowood office (703-620-5444) and let them know you are leaving paying any outstanding or move out fees due.

24. Arrange with the United States Post Office for mail forwarding (either in person or online at usps.com)
25. Arrange a timely move-out inspection with me or your property manager.

26. Your daily (per diem) rental rate for 2006 is $120 per day. Depending on the terms of your lease, any per diem rental rate may be used as liquidated damages for holding over.
Thank you for your attention to these matters and for being a good tenant.  I hope you enjoy your new home.

Sincerely,
LANDLORD’S NAME



