Audit Checklist of Move-In Packets

Address  














Pre-Move In

____  Approved and Signed Qualifying Procedures 

____  Signed Official Notice of Approval Received

____  Rental Deposit Received

____  Order Pre Move-In Wipe Down _________ 

____  Re-Key Completed On ________________
____  Signed/Notarized Guarantee of Payment 

____  Signed/Notarized Power of Attorney 

____  Photo copy of Drivers License (18yrs & older)

Prepare Move-In Documents

____  Copy of “signed” Official Notice of Approval 

____  Residential Rental Agreement

____  Add ALL Exhibits to the Rental Agreement

____  Pet Policy – Rules Agreement

____  Utility Agreement / Property Visit Policy

____  Mold/Mildew and Moisture Disclosure

_____Paint and Flood Disclosure

____  Smoke Detector & Renters Insurance

____  Move-In Report Checklist

____  Move-In / Move-Out Inspection Form

____  Power of Attorney Form (if needed)

____  Guarantee of Payment (if needed)

____  Roommate Agreement (if needed)

____  Military Exhibit
(if needed)


______________________ is completing move in.
X




       



  Prepared the Move-In Packet

Date
Post Move In

____  Lease Was Not Altered
____  All Lease Documents Signed and Dated By All
          Tenants

____  Copy of Funds with Agent’s Signature

____  Residential Rental Agreement

____  Pet Policy – Rules Agreement

____  Utility Agreement / Property Visit Policy

____  Mold/Mildew and Moisture Disclosure

_____Paint and Flood Disclosure

____  Smoke Detector & Renters Insurance

____  Move-In Report Checklist

____  Move-In / Move-Out Inspection Form

____  Photo copy of Drivers License (18yrs & older)

Optional Documents
____  Power of Attorney Witnessed/Notarized

____  Military Exhibit

____  Roommate Agreement 

____  Guarantee of Payment Witnessed/Notarized

____  Faxed Move-In Report to Office For Urgent 

          Items to Be Addressed

X




     ______ 
Leasing Agent Signature                                 Date
____________ Office Use Only ________________

____  Reviewed Move-In Report/Took Action
____  Money Is Correct

____  Okay to pay agent (initial authorization _____)

X




       _______
Reviewed the File



Date

Keep with move in paperwork
