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Move Out Appointment Requests

Procedures
· To request a move out appointment with an Apex help member, you must fill out the form below and return to our office at least 72 hours in advance of your move out date (whether it is your actual lease expiration date or the actual date you plan to vacate the unit).  

· The actual scheduled appointment must be within 24 hours or sooner of the actual return of keys due to the short amount of time we have to turn the units over to the next tenant.

· We will not show up to any move out appointments until all keys have been returned and you have completely vacated the unit.  All keys must be received in our office at least 1 hour before the move out appointment.

· Please arrive at the unit at the pre-scheduled appointment time. Due to the volume of move outs, it is impossible for us wait longer than 5 minutes for someone to show up. We will have to start the process without you if you are not there on time.  In some instances, we may have appointments after yours so we need to keep to a schedule.  If you miss your appointment, we will not re-schedule.

· You can view the move out process but will not be allowed back in the unit to remedy anything that is found.

· The results of this appointment are not final.  If something is found after the move out inspection but before the deposit has been returned, you will be assessed the appropriate charges.

· All cleaning estimates are exactly that…estimates.  Final billing will be based on the independent cleaning contractors final bill.

Once form completed, return to the Apex office and someone will contact you regarding a convenient appointment time and date.  All appointments will be scheduled during normal Apex office hours.

Date Requesting Move Out Appointment: 





Date of Planned Move Out: 





Person requesting the move out: 






Address of location & Unit #:






Phone # of person requesting the move out:







By signing below, you agree to all the procedures as outlined above:


Official Use Only:


Date Scheduled:				





Time Scheduled:				





Date Posted on Calendar: (








