PRIVATE 
Your Management, Inc.
123 Main Street
Any town, Minnesota 55111
(651) 555-1212
Dear Resident,

I hope you enjoyed your stay with properties by Your Management, Inc.  

In order to get your maximum return from your security deposit, it is important to leave the unit in as good or better condition than your move in.  If your unit was clean when you moved in, or if you received a move in credit for cleaning, it should be clean when you move out.
You will need to ensure the unit is cleaned, with closets and cabinets wiped clean and carpets shampooed. The unit must be returned in the same condition it was rented, normal wear & tear excepted.  Dirt and grease are not wear & tear.  Wear & tear is the ordinary dilapidation of the carpet and paint, but not burn marks, stains or handprints left by the tenant, etc.

You should plan on spending 12 to 20 hours cleaning, or more, depending on how clean you kept your unit during your tenancy.

A check list has been provided to help with making sure you do not miss items that you may later be charged for.  A set of pictures and a video may also be provided on a CD to illustrate the condition of your apartment when you moved in.  If a video is provided, you can play the video with Microsoft Media Player.
An itemized listing of your security deposit and any deductions will be set to your last known address, or a forwarding address if provided within 21 days of returning the keys.  Rent continues to accrue until the keys are returned.  If you are in your unit beyond your move-out date, an entire month’s rent is due.
I hope this helps with your move out.
Sincerely,

Management Guy
President
	Checked
	Item

	
	Entire Unit

	
	Unit must be completely free of trash and dust including closets, baseboards and cabinets, door moldings and all other surfaces.

	
	Light bulbs in all fixtures in working order.

	
	You must vacuum thoroughly and clean carpets when you leave.

	
	All mirrors and inside windows should be cleaned, including window sills and tracks.

	
	Baseboards must be washed and free of dirt and dust.

	
	All trash must be in container or removed from building.  No furniture can be left

	
	Clean doors and door frames around them, including fingerprints, dust, etc.

	
	Light and outlet covers must be replaced if cracked or stained.

	
	All doorstoppers must work and any damages from previous problems corrected

	
	Return all keys and notify landlord if any do not work.

	
	All non-carpeted floors need to be mopped and cleaned

	
	Walls and Doors must be washed and cleaned, in a professional manner.

	
	All locks and doorknobs must be in excellent working order, including window locks.

	
	Fill in any nail holes with matching color.

	
	Check all appliances and AC and then leave at 60 degrees in winter or off in summer

	
	Ceiling fan blades must be cleaned and dusted, both sides.

	
	All light covers, globes, or canopies must be cleaned

	
	All window coverings must be straightened, washed, cleaned and dusted or replaced.

	
	All windows blinds must be in serviceable condition or replaced

	
	

	
	Kitchen

	
	All drawers must be in good working order.

	
	Appliances must be thoroughly cleaned, washed, and sanitized, including drip pans and knobs, including all sides of appliances.

	
	Pull stove out to clean sides

	
	The top of the refrigerator and stove must be spotless.  Burner drip pans must be replaced.

	
	No stains should remain in the refrigerator.  Use porcelain white out or bleach

	
	Clean grease filter above stove

	
	Clean refrigerator seal

	
	Clean refrigerator lower vent

	
	Open all sink cabinets, and clean out all areas below

	
	Clean all drawers and shelves, including under bottom drawer (Remove drawer)

	
	All pilot lights should be on or gas turned off to fixture.

	
	

	
	Bedroom(s)

	
	You must vacuum thoroughly and clean carpets when you leave.

	
	Inside windows should be cleaned, including window sills and tracks.

	
	Closet shelves wiped down

	Checked
	Item

	
	Living Room

	
	You must vacuum thoroughly and clean carpets when you leave.

	
	You must wipe up hardwood/laminate floors

	
	Inside windows should be cleaned, including window sills and tracks.

	
	Closet shelves wiped down

	
	

	
	Bathroom

	
	Bathroom(s) must be thoroughly cleaned including behind commode.

	
	All drawers must be in good working order.

	
	Bath lights all working and same style bulb in place.

	
	No stains should remain on porcelain in the bath. Use porcelain white out or bleach

	
	Clean bathroom vent

	
	Clean all drawers and shelves, including under botton drawer

	
	Wash shower curtain

	
	All mirrors should be cleaned

	
	Open all sink cabinets, and clean out all areas below.

	
	Jacuzzi jets in tub must be cleaned.  Put enough water in tub to run, and add some bleach.  You may need a small brush to clean out the visible portion of the jets.

	
	

	
	Deck(s)

	
	Balconies must be swept and free from debris and trash.

	
	

	
	Garage

	
	Garage must be swept and mopped.  Any oil stains, inside or outside garage, must be removed.

	
	

	
	Appliances

	
	Check the working condition of the STOVE.

	
	Check the working condition of the OVEN.

	
	Check the working condition of the REFRIGERATOR/FREEZER.

	
	Check the working condition of the DISPOSAL.

	
	Check the working condition of the WASHER/DRYER.

	
	Check the working condition of the AIR CONDITIONER.

	
	Check the working condition of the HEATER/FURNACE.

	
	Check the working condition of the HOT WATER HEATER.

	
	Check the working condition of all SINKS FOR LEAKS.

	
	Check the working condition of the GARAGE DOOR OPENERS.

	
	Check the working condition of all WINDOW AND DOOR LOCKS.

	
	


