
 
 
 
 

Tenant Move-In Notice Checklist 
 

 
Building:  _____________________________________________________ 
 
Tenant Name:  _____________________________________________________ 
 
Tenant Contact: _____________________________________________________ 
 
Contact Phone #: _____________________________________________________ 
 
Contact Fax #:  _____________________________________________________ 
 
Lease ID #:  _____________________________________________________ 
 
Tenant Suite #: _____________________________________________________ 
 
Move-in Date:  _____________________________________________________ 
 
Leased Sq. Ft.:  _____________________________________________________ 
 
Moving Company: _____________________________________________________ 
 
Moving Co. Contact:  _____________________________________________________ 
 
Move in Comments: _____________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
Prepared by: ___________________________________________________________ 
 
Distribution: 
 


