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SHOWING INSTRUCTIONS 

Upon receiving your move out notice our office will begin the marketing of the property. It is to 
your benefit to assist in keeping the property in the best showing condition at all times. The 
sooner we approve a qualified tenant the sooner we will remove the property from the market. 

A keybox and sign will be placed on the property. Agents will call and notify you of scheduled 
showings. The keybox is designed for your safety as only licensed agents will have access to a 
key. If you have pets, you agreed in your Pet Agreement to remove or kennel them if they 
interfere in anyway with access to the property. This is strictly enforced, with no exceptions.  

   

PREPAIRING FOR YOUR MOVE-OUT  

Our office has received your formal written notice to vacate at the end of your current lease. We 
fully appreciate everything involved when undertaking a move. A lot happens in a short period 
of time. Please take a minute to review the move-out procedures as our office intends to help 
reduce a little of the stress in your upcoming move. We charge a $100.00 coordination fee, plus a 
$75.00 per trip for  re-inspections, meeting with vendors at the property, etc.    
 
1. Vacancy - If you move a week or just a day or two before the expiration of your lease, please 
notify our office as we process security deposit dispositions on a first come first served basis. If 
your lease ends on the 30th and you vacate on the 25th, you are placed at the head of the line. 
Additionally, if we can move the incoming tenant in earlier, we will pro-rate rent back to you.  
 
2. Keys and Forwarding Address - Per the Texas Property Code, all keys, openers, and pool keys 
must be returned to our office along with your forwarding address. Delaying or not surrendering 
keys  will directly delay or reduce your the security deposit disposition.  Please note that no one 
from our office will meet you to take possession of the keys or conduct a formal final walk-
through. Move out inspections begin as early as 5:30am on the 1st of the month. The person 
conducting the move out inspection does not determine tenant charges versus normal wear and 
tear, they are only taking photo documentation of the condition of the property once it's been 
surrendered.  
 
3. Property Access - Please do not deadbolt any exterior doors. If we are prevented from entering 
the property you will be subject to a re-inspection fee and a delay you're  in your security deposit 
disposition.  
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4. Utilities - Leave the utilities on for two days after you have vacated the property. If we cannot 
properly inspection the property, it will delay the processing of your security deposit and subject 
you to a re-inspection fee and utility re-connection fee.  
 
5. Trash and Debris - If you leave any trash stacked at the curb or debris in the property you will 
be charged for haul off.  You will be charged a minimum $75.00 hauling or removal fee. All 
trash containers must be emptied and placed out of street view.  
 
6. Carpet Cleaning - Per your lease the carpet must be professionally cleaned at the time of 
move-out. If you had a pet, you must have the property treated for fleas. You must provide a 
receipt at the time of move-out. Please feel free to ask our office for a recommended vendor that 
you are free to call.  
 
7. Pets - Pet droppings are often over looked in the back cleaned up after your pet as we dispatch 
a "pooper scooper" service if needed.  
 
8. Move-Out Inspection and Security Deposit - Once you have surrendered keys an inspection is 
usually completed within 48 hours. The move-out inspection along with photos will be compared 
to the move-in photos and the Inventory and Condition Report provided for you at the time of 
your move-in. The Property Code states we have 30 days after the property has been surrendered 
and all keys and openers have been turned in to our office to provide a full accounting of your 
security deposit. It is our intent to process all security deposits in as timely a manner as possible. 
We do process them in a first come first served basis.  


