[image: image1.jpg]BLACK TEAK
ISPROPERTIES




CHECK-OUT PROCEDURES

While in the process of vacating your apartment, please remember to do the following:
1:  Obtain a change of address packet form the post office and arrange to have your mail forwarded.

2:  Stop all deliveries of newspapers etc.
3:  Inform the Electric/Gas, Water, Telephone, and Cable TV companies of your move.  You will be liable for these services until you have them cancelled, but your electric/gas and water service must not be cancelled before the end of your lease.

4:  Leave forwarding address with your resident manager, schedule a time for the inspection of your apartment, and return all keys so that your security deposit may be returned promptly

5:  Please be advised that it should be necessary to do follow-up cleaning in your apartment; you will be charged according to the move-out charges.  In order to have your security deposit returned to you, please give every consideration to the items listed on both check in/out and move-out charges.  It is our desire to return your full security deposit.

6:  Do not drive on the lawn.  All moving vehicles must remain in parking lot areas. 

KITCHEN
Stove -
Please remember that the broiler pan came with the stove and it should be left there when you move.

Thoroughly clean drip pans and trim rings, as well as areas below the pans.  Clean burners.

Clean stovetop and control knob area.  Remove and replace knobs.

Clean hood, inside and out, as well as fan filter.

Clean underneath the unit.

Clean the drawer and the door.

Remove the racks and clean them.

Clean the oven with standard oven cleaner and wipe out.  Tough stains can be removed with a razor blade.

Self cleaning ovens: follow self-cleaning directions in the manual.  Please make sure to remove the racks and clean those separately as leaving them in during the cycle will discolor them.  Please do not forget to clean the inside of the door; the self clean cycle does not clean this area.

Refrigerator -
Pull unit out, clean back, sides, front, top, inside (including removal of drawers and trays and wiping all areas clean) and the floor below. (Leave plugged in and turned on to lowest setting.  Please do not turn off).
Cabinets and drawers - Empty and wipe clean inside and out.
Sinks and counter tops – Clean thoroughly.
Dishwasher – Clean front and edges of door, and around opening of unit.  Check bottom for any silverware.

Floor – Clean thoroughly.

Light fixture – Remove globes, clean and replace.  Clean fixture base.
LIVING ROOM

Patio doors – Clean glass inside and out, Clean track, Clean blinds.

Patio/Balcony – Remove all items, Remove and clean light fixture globe, Sweep clean, Wash down siding.
Ceiling Fan – Clean blades.
Track lights – Clean outside of canisters.
Closet and Entry doors – Dust and wipe down, including door jambs.

BATHROOMS

Tubs, showers, and surrounding units – Clean thoroughly with a non abrasive cleaner, remove all soap scum, hard water spots, and cleaning residues (should be white and shiny).  Chrome should not be water spotted.
Sink, countertop and faucet – Clean thoroughly.

Cabinets – Cabinet and drawers wiped clean inside and out.  Medicine cabinet emptied and wiped clean.

Mirror – Clean.

Toilet – Thoroughly clean all stains and hard water scale removed, no “blue stuff” left in the tank.

Floor – Scrub clean.

Vent fan – Remove cover and clean.

Light fixture – Dust bulbs and wipe down fixture.

Closet & room doors – Dust and wipe down, including door jamb

BEDROOMS

Windows – Clean glass, sills and tracks.  Remove any mildew with bleach solution.  Clean blinds.
Closets – Remove all items, including hangars.  Wipe off shelves.

Closet & room doors – Dust and wipe down, including door jamb.

ALL AREAS

Carpets – All carpeting must be cleaned.  Any staining and damages above normal wear and tear will be chargeable.

Walls – All nails and screws are to be removed, but DO NOT attempt to fill the holes.

Light fixtures – All fixtures cleaned and proper size and type of bulb.

Light switch plates & outlet covers – Wipe clean.

Railings – Dust.

Washer/Dryer – Thoroughly clean front, sides, top, door, and control panel, interior of washer lid and top of tub, and the surrounding area.

Closet & room doors – Dust and wipe down, including doorjamb.

Windows – Clean glass, sills and tracks.  Remove any mildew with bleach solution.  Clean blinds.

Garage – Clean concrete floor and remove stains.
If you have any questions about what needs to be done or the best way to clean a particular item, please call your resident manager and ask. We would be glad to help!
MOVE-OUT CHARGES

These are charges for most of the things we have to do when tenants move out and leave their dwelling in need of some repair.  Please note these charges are averages.  Sometimes the actual charges are higher; sometimes they are lower, but most of the time they are exactly as shown.  We give allowances for normal wear and depreciation.  Replacement charges include parts and labor. 

	Cleaning
	
	Plumbing
	

	Clean refrigerator
	$30.00
	Replace kitchen faucet
	$80.00

	Clean stove top
	$20.00
	Replace bathroom faucet
	$75.00

	Clean oven
	$30.00
	Replace faucet handle
	$25.00

	Clean dishwasher
	$10.00
	Replace faucet aerator
	$10.00

	Clean stove hood
	$25.00
	Replace shower head
	$30.00

	Clean kitchen cabinets
	$25.00
	Replace toilet tank lid
	$35.00

	Clean kitchen floor
	$35.00
	Replace toilet
	$150.00

	Clean tub/shower surrounds
	$35.00
	Replace garbage disposer
	$80.00

	Clean toilet
	$15.00
	
	

	Clean sink
	$10.00
	Locks
	

	Clean bathroom cabinets
	$25.00
	Replace garage door opener
	$60.00

	Clean bathroom floor
	$35.00
	Replace key (entryway)
	$35.00

	Vacuum throughout
	$60.00
	Replace key (mailbox)
	$25.00

	Clean greasy parking space
	$40.00
	Replace cylindrical door lock
	$60.00

	
	
	Replace passage door lock
	$45.00

	Flooring
	
	Replace deadbolt lock
	$40.00

	Remove carpet stains
	$80.00
	Replace mailbox lock
	$30.00

	Deodorize carpet
	$100.00
	
	

	Repair carpet
	$500.00
	Windows and Window Coverings
	

	Repair hardwood floor
	$500.00
	Replace window pane (single)
	$75.00

	Refinish hardwood floor
	$550.00
	Replace window pane (double)
	$250.00

	Repair linoleum
	$150.00
	Replace Venetian blind
	$100.00

	Replace kitchen linoleum
	$375.00
	Replace window shade
	$40.00

	Replace bathroom linoleum
	$245.00
	Replace drapery rod
	$25.00

	
	
	Replace drapery (sill length)
	$75.00

	Walls
	
	Replace drapery (floor length)
	$150.00

	Remove mildew and treat surface
	$25.00
	Re-screen window screen
	$25.00

	Cover crayon marks
	$35.00
	Replace window screen
	$60.00

	Repair hole in wall
	$75.00
	
	

	Remove hanging nails
	$15.00
	Miscellaneous
	

	Repaint (per wall/ceiling)
	$100.00
	Replace refrigerator shelf
	$30.00

	
	
	Paint refrigerator
	$100.00

	Doors
	
	Replace stove/ oven knob
	$15.00

	Repair hole in hollow-core door
	$150.00
	Repair ceramic tile
	$85.00

	Repair forced door damage
	$150.00
	Replace ceramic tile countertop
	$450.00

	Replace door (inside)
	$150.00
	Repair countertop
	$150.00

	Replace door (outside)
	$500.00
	Replace countertop
	$450.00

	Replace sliding door glass
	$500.00
	Replace cutting board
	$25.00

	Re-screen sliding door screen
	$50.00
	Replace mirror
	$75.00

	Replace sliding screen door
	$100.00
	Replace medicine cabinet
	$100.00

	
	
	Replace towel bar
	$45.00

	Electrical
	
	Replace shower curtain rod
	$25.00

	Replace light bulb
	$6.00
	Replace shower/ tub enclosure
	$250.00

	Replace light fixture
	$75.00
	Repair porcelain
	$135.00

	Replace electrical outlet/switch
	$15.00
	Replace thermostat
	$85.00

	Replace electrical cover plate
	$10.00
	Recharge fire extinguisher
	$60.00

	
	
	Replace fire extinguisher
	$80.00

	
	
	Fumigate for fleas
	$150.00

	
	
	Remove junk and debris
	$250.00

	
	
	Parking on lawn
	$50.00 
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