


[bookmark: _GoBack]IMPORTANT NOTICE REGARDING MOVING

1.	Please be advised you are financially responsible for damage to the common areas or to property of other unit owners caused by you, your visitors, guests, agents, service people, movers or contractors.  In addition, you are financially responsible for damage to the common areas or to property of other unit owners caused by your tenants, their visitors, guests, agents, service people, movers or contractors. Therefore, please be sure that you and those for whom you are responsible exercise due care when moving in or moving out of your unit.

2.	When you or those for whom you are responsible are moving in or moving out, please abide by the following rules:

	a. unless special arrangements are made with the on-site manager, moving in or moving out shall take place Monday through Friday between 8:00 a.m. and 4:30 p.m.  

	b. at least 48 hours prior to moving in or moving out, please provide the on-site manager with a Move-In/Move Out Service Request. The on-site manager will arrange to have the protective elevator wall coverings installed and the on-site manager will arrange a site inspection before and after the move in order to document any damage.  We recommend that you be present during the site inspections.  

3.	The above rules apply whenever you or those for whom you are responsible move in or move out of your unit any of the following items: furniture, equipment, construction and renovation materials, fixtures, large musical instruments, appliances, furnishings, or any boxes moved using equipment.  

4.	In addition, the above rules apply whenever you or those for whom you are responsible use a moving company or delivery service and whenever the transporting of goods or property involves the use of dollies, two-wheelers or other moving equipment.

5.	The foregoing rules apply any time you or those for whom you are responsible move-in or move-out any of the foregoing items whether it is the first time you move into your unit, the last time you move out of your unit or any other move that takes place during the time that you own your unit.

6.	If you are unsure whether or not a move in or move out requires the installation of the protective elevator wall coverings or the site inspections, please ask the on-site manager to contact you regarding your move.

7.	Attached is a Move-In/Move-Out Service Request form for you to use whenever you are moving in or moving out any of the items described in paragraphs 3 and 4, above

8.  	Whenever you or a person for whom you are responsible use the elevator, please follow the instructions on the white placard mounted on the lobby wall next to the elevator. Do not hold the elevator doors open with your hand or use objects to block the elevator doors.  To keep the elevator doors open, you must use the open door button located on the panel inside the elevator.  When the buzzer sounds, you must allow the elevator doors to close.
 
	Please help us keep our premises nice by following the above.  Thank you.






MOVE IN/MOVE OUT SERVICE REQUEST


Date: ________________________
Unit: ______________________________________________________
Requested by:______________________________________________
Tel. No. ___________________email:___________________________
Move Date and Time:_________________________________________
Description of Items Being Moved:______________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Received by_______________________ on_______________________.
************************************************************************************* 
To Be Filled Out By Management

Move Completed on: _________________________________________

Inspection By:_______________________________________________ 

Comments:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



