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Move-Out Letter 
 
Dear __________________, 
 
 We have received your move out notice and we will be sorry to see you go.  We have 
been very pleased to be able to serve your housing needs.  We would therefore, prefer to not 
have to charge you for any damages that may have occurred while occupying your apartment.  
This letter includes a checklist of the steps necessary for you to take in order to return the 
premises in the same condition as you received it, less normal wear and tear.  Also included is 
a reference list of some of the estimated costs of cleaning or repairs in a typical apartment. 
 
To insure you are not charged for damages or other expenses, here is a partial checklist: 

1. __ Stay for the entire term of your lease. 
2. __ Min. 2 calendar months plus 1 day notice given before the end of lease or move out. 
3. __ Provide your complete cooperation in allowing us to show the property. 
4. __ Remove all items (pictures etc.) off the walls and remove all nails or adhesive. 
5. __ Clean all walls thoroughly. 
6. __ Remove all food and items from the cabinets and the refrigerator. 
7. __ Clean all the appliances thoroughly, including the stove, oven and refrigerator. 
8. __ Clean entire kitchen, including cabinets, countertops, sink, and faucets. 
9. __ Clean entire bathroom including tub, sink, toilet, floor and walls. 
10. __ Pick up all trash and remove from house and dispose of any large items 

appropriately to avoid a disposal charge. 
11. __ Sweep or vacuum and thoroughly clean all floors. 
12. __ Clean all carpets so that there are no remaining stains or soiling. 
13. __ Draperies and blinds that were present at move-in, must be cleaned and hung 

properly in place. 
14. __ Replace any missing or burned out light bulbs. 
15. __ Return all common areas to their original condition. 
16. __ Any damages or problems with the property should be reported to our office at least 

2 weeks before move out. 
17. __ Return all keys or leave them inside apartment (you will be responsible for paying 

rent until all keys are returned or until you pay for the installation of new locks). 
18. __ Give your new address or a forwarding address to management. 
19. __ Please consider providing Brian Davis Properties LLC a positive review on Google.  

 
We will inspect the property after you have alerted us that the property has been vacated.  You 
will be notified of any necessary charges.  Hopefully, none will be necessary.  We wish you all 
the success in your future housing arrangements. 
 

Thank you for your cooperation,    
 Brian Davis Properties LLC 


