MOVING PROCEDURES Form 7-13

FORM 7-13 Make-Ready Checklist

[ company logo, name, and address ]

Property Apartment No. Apartment Type Move-In Date

Note that the Make-Ready Checklist should be used in conjunction with the Unit Inspection
Report (Form 3-11). Items in need of repair may require replacement or renovation. Approval for
replacement or renovations should be discussed with the property manager.

Target Actual
Completion Completion
Item By ™, Date Date Notes

GENERAL

Review move-in/out inspection

Review unit inspection report

Replace door locks

Complete preliminary cleaning

Exterminate

Clean fireplace

Repair ceilings and trim

Repair doors and hardware

Repair windows, screens, hardware

Clean and stain woodwork

Paint walls, ceilings, trim

Clean/Replace light fixtures

Check/Replace light bulbs

Clean/Replace electrical outlets and switch plates

Repair/Replace screens, windows, hardware

Clean windows, screens, hardware

Lubricate doors and window hardware

Clean/Replace drapes/blinds/shades

Clean closets

Check/ Replace shelves/ rods

Repair floor coverings

Clean/Shampoo/Replace/Repair carpets

Clean entrance/halls

Clean/Paint railings

Check/Repair number on door mailbox

Check/Repair balcony/patio

(continued)



Form 7-13

MANAGING RESIDENTIAL REAL ESTATE

Item

Target Actual
Completion [ Completion
By ™ Date Date Notes

KITCHEN

Test appliances

Clean kitchen appliances

Defrost and clean refrigerator

Check/Replace ice maker/holders

Clean oven, burners, rings, controls, drip pans

Check/Clean sink

Clean drawers and cabinets

Clean/Wax or polish kitchen floor

BATHROOM(S)

Check/Repair tile

Check/Repair grout

Check/Repair sink, shower, toilet

Check/Repair towel rack, rods, etc.

Check/Repair glass and mirrors

Clean, wax or polish bathroom tile

OTHER EQUIPMENT

Check heating equipment

Check air-conditioning unit(s)

Clean/replace filters

Check hot water heater

Check smoke/fire alarms

Check door bell

WRAP-UP

Final cleaning

Review unit inspection report

Perform final inspection

Sign certificate of readiness

Place certificate in apartment

(1) Use initials of person(s) responsible for work.

Notes:

By Date
Prepared
Reviewed
Reviewed




	FORM_713_MakeReady_Checkl: 
	FORM_713_MakeReady_Check1: 
	Property: 
	Apartment_No: 
	Apartment_Type: 
	MoveIn_Date: 
	FillText1: 
	Item: 
	GENERAL: 
	Review_moveinout_inspecti: 
	Review_moveinout_inspect1: 
	Review_moveinout_inspect2: 
	Review_moveinout_inspect3: 
	Review_moveinout_inspect4: 
	Review_unit_inspection_re: 
	Review_unit_inspection_r1: 
	Review_unit_inspection_r2: 
	Review_unit_inspection_r3: 
	Review_unit_inspection_r4: 
	Replace_door_locks: 
	Replace_door_locks1: 
	Replace_door_locks2: 
	Replace_door_locks3: 
	Replace_door_locks4: 
	Complete_preliminary_clea: 
	Complete_preliminary_cle1: 
	Complete_preliminary_cle2: 
	Complete_preliminary_cle3: 
	Complete_preliminary_cle4: 
	Exterminate1: 
	Exterminate2: 
	Exterminate3: 
	Exterminate4: 
	Exterminate5: 
	Clean_fireplace: 
	Clean_fireplace1: 
	Clean_fireplace2: 
	Clean_fireplace3: 
	Clean_fireplace4: 
	Repair_ceilings_and_trim: 
	Repair_ceilings_and_trim1: 
	Repair_ceilings_and_trim2: 
	Repair_ceilings_and_trim3: 
	Repair_ceilings_and_trim4: 
	Repair_doors_and_hardware: 
	Repair_doors_and_hardwar1: 
	Repair_doors_and_hardwar2: 
	Repair_doors_and_hardwar3: 
	Repair_doors_and_hardwar4: 
	Repair_windows_screens_ha: 
	Repair_windows_screens_h1: 
	Repair_windows_screens_h2: 
	Repair_windows_screens_h3: 
	Repair_windows_screens_h4: 
	Clean_and_stain_woodwork: 
	Clean_and_stain_woodwork1: 
	Clean_and_stain_woodwork2: 
	Clean_and_stain_woodwork3: 
	Clean_and_stain_woodwork4: 
	Paint_walls_ceilings_trim: 
	Paint_walls_ceilings_tri1: 
	Paint_walls_ceilings_tri2: 
	Paint_walls_ceilings_tri3: 
	Paint_walls_ceilings_tri4: 
	CleanReplace_light_fixtur: 
	CleanReplace_light_fixtu1: 
	CleanReplace_light_fixtu2: 
	CleanReplace_light_fixtu3: 
	CleanReplace_light_fixtu4: 
	CheckReplace_light_bulbs: 
	CheckReplace_light_bulbs1: 
	CheckReplace_light_bulbs2: 
	CheckReplace_light_bulbs3: 
	CheckReplace_light_bulbs4: 
	CleanReplace_electrical_o: 
	CleanReplace_electrical_1: 
	CleanReplace_electrical_2: 
	CleanReplace_electrical_3: 
	RepairReplace_screens_win: 
	RepairReplace_screens_wi1: 
	RepairReplace_screens_wi2: 
	RepairReplace_screens_wi3: 
	RepairReplace_screens_wi4: 
	Clean_windows_screens_har: 
	Clean_windows_screens_ha1: 
	Clean_windows_screens_ha2: 
	Clean_windows_screens_ha3: 
	Clean_windows_screens_ha4: 
	Lubricate_doors_and_windo: 
	Lubricate_doors_and_wind1: 
	Lubricate_doors_and_wind2: 
	Lubricate_doors_and_wind3: 
	Lubricate_doors_and_wind4: 
	CleanReplace_drapesblinds: 
	CleanReplace_drapesblind1: 
	CleanReplace_drapesblind2: 
	CleanReplace_drapesblind3: 
	CleanReplace_drapesblind4: 
	Clean_closets: 
	Clean_closets1: 
	Clean_closets2: 
	Clean_closets3: 
	Clean_closets4: 
	Check_Replace_shelves_rod: 
	Check_Replace_shelves_ro1: 
	Check_Replace_shelves_ro2: 
	Check_Replace_shelves_ro3: 
	Check_Replace_shelves_ro4: 
	Repair_floor_coverings: 
	Repair_floor_coverings1: 
	Repair_floor_coverings2: 
	Repair_floor_coverings3: 
	Repair_floor_coverings4: 
	CleanShampooReplaceRepai1: 
	CleanShampooReplaceRepai2: 
	CleanShampooReplaceRepai3: 
	CleanShampooReplaceRepai4: 
	CleanShampooReplaceRepai5: 
	Clean_entrancehalls: 
	Clean_entrancehalls1: 
	Clean_entrancehalls2: 
	Clean_entrancehalls3: 
	Clean_entrancehalls4: 
	CleanPaint_railings: 
	CleanPaint_railings1: 
	CleanPaint_railings2: 
	CleanPaint_railings3: 
	CleanPaint_railings4: 
	CheckRepair_number_on_doo: 
	CheckRepair_number_on_do1: 
	CheckRepair_number_on_do2: 
	CheckRepair_number_on_do3: 
	CheckRepair_number_on_do4: 
	CheckRepair_balconypatio: 
	CheckRepair_balconypatio1: 
	CheckRepair_balconypatio2: 
	CheckRepair_balconypatio3: 
	CheckRepair_balconypatio4: 
	FillText2: 
	FillText3: 
	FillText4: 
	FillText5: 
	FillText6: 
	FillText7: 
	FillText8: 
	FillText9: 
	FillText10: 
	FillText11: 
	KITCHEN: 
	FillText12: 
	FillText13: 
	FillText14: 
	FillText15: 
	FillText16: 
	FillText17: 
	FillText18: 
	FillText19: 
	Defrost_and_clean_refrig4: 
	Defrost_and_clean_refrige: 
	Defrost_and_clean_refrig1: 
	Defrost_and_clean_refrig2: 
	Defrost_and_clean_refrig3: 
	CheckReplace_ice_makerhol: 
	CheckReplace_ice_makerho1: 
	CheckReplace_ice_makerho2: 
	CheckReplace_ice_makerho3: 
	CheckReplace_ice_makerho4: 
	Clean_oven_burners_rings: 
	Clean_oven_burners_rings1: 
	Clean_oven_burners_rings2: 
	Clean_oven_burners_rings3: 
	Clean_oven_burners_rings4: 
	CheckClean_sink: 
	CheckClean_sink1: 
	CheckClean_sink2: 
	CheckClean_sink3: 
	CheckClean_sink4: 
	Clean_drawers_and_cabinet: 
	Clean_drawers_and_cabine1: 
	Clean_drawers_and_cabine2: 
	Clean_drawers_and_cabine3: 
	Clean_drawers_and_cabine4: 
	CleanWax_or_polish_kitche: 
	CleanWax_or_polish_kitch1: 
	CleanWax_or_polish_kitch2: 
	CleanWax_or_polish_kitch3: 
	CleanWax_or_polish_kitch4: 
	FillText20: 
	FillText21: 
	FillText22: 
	FillText23: 
	FillText24: 
	FillText25: 
	FillText26: 
	FillText27: 
	FillText28: 
	FillText29: 
	BATHROOMS: 
	CheckRepair_tile: 
	CheckRepair_tile1: 
	CheckRepair_tile2: 
	CheckRepair_tile3: 
	CheckRepair_tile4: 
	CheckRepair_grout: 
	CheckRepair_grout1: 
	CheckRepair_grout2: 
	CheckRepair_grout3: 
	CheckRepair_grout4: 
	CheckRepair_sink_shower_t: 
	CheckRepair_sink_shower_1: 
	CheckRepair_sink_shower_2: 
	CheckRepair_sink_shower_3: 
	CheckRepair_sink_shower_4: 
	CheckRepair_towel_rack_ro: 
	CheckRepair_towel_rack_r1: 
	CheckRepair_towel_rack_r2: 
	CheckRepair_towel_rack_r3: 
	CheckRepair_towel_rack_r4: 
	CheckRepair_glass_and_mir: 
	CheckRepair_glass_and_mi1: 
	CheckRepair_glass_and_mi2: 
	CheckRepair_glass_and_mi3: 
	CheckRepair_glass_and_mi4: 
	Clean_wax_or_polish_bathr: 
	Clean_wax_or_polish_bath1: 
	Clean_wax_or_polish_bath2: 
	Clean_wax_or_polish_bath3: 
	Clean_wax_or_polish_bath4: 
	FillText30: 
	FillText31: 
	FillText32: 
	FillText33: 
	FillText34: 
	FillText35: 
	FillText36: 
	FillText37: 
	FillText38: 
	FillText39: 
	OTHER_EQUIPMENT: 
	Check_heating_equipment: 
	Check_heating_equipment1: 
	Check_heating_equipment2: 
	Check_heating_equipment3: 
	Check_heating_equipment4: 
	Check_airconditioning_uni: 
	Check_airconditioning_un1: 
	Check_airconditioning_un2: 
	Check_airconditioning_un3: 
	Check_airconditioning_un4: 
	Cleanreplace_filters: 
	Cleanreplace_filters1: 
	Cleanreplace_filters2: 
	Cleanreplace_filters3: 
	Cleanreplace_filters4: 
	Check_hot_water_heater: 
	Check_hot_water_heater1: 
	Check_hot_water_heater2: 
	Check_hot_water_heater3: 
	Check_hot_water_heater4: 
	Check_smokefire_alarms: 
	Check_smokefire_alarms1: 
	Check_smokefire_alarms2: 
	Check_smokefire_alarms3: 
	Check_smokefire_alarms4: 
	Check_door_bell: 
	Check_door_bell1: 
	Check_door_bell2: 
	Check_door_bell3: 
	Check_door_bell4: 
	FillText40: 
	FillText41: 
	FillText42: 
	FillText43: 
	FillText44: 
	FillText45: 
	FillText46: 
	FillText47: 
	FillText48: 
	WRAPUP: 
	Final_cleaning: 
	Final_cleaning1: 
	Final_cleaning2: 
	Final_cleaning3: 
	Final_cleaning4: 
	Review_unit_inspection_r5: 
	Review_unit_inspection_r6: 
	Review_unit_inspection_r7: 
	Review_unit_inspection_r8: 
	Review_unit_inspection_r9: 
	Perform_final_inspection: 
	Perform_final_inspection1: 
	Perform_final_inspection2: 
	Perform_final_inspection3: 
	Perform_final_inspection4: 
	Sign_certificate_of_readi: 
	Sign_certificate_of_read1: 
	Sign_certificate_of_read2: 
	Sign_certificate_of_read3: 
	Sign_certificate_of_read4: 
	Place_certificate_in_apar: 
	Place_certificate_in_apa1: 
	Place_certificate_in_apa2: 
	Place_certificate_in_apa3: 
	Place_certificate_in_apa4: 
	FillText49: 
	FillText50: 
	FillText51: 
	FillText52: 
	FillText53: 
	FillText54: 
	FillText55: 
	FillText56: 
	FillText57: 
	FillText58: 
	1_Use_initials_of_persons: 
	Prepared: 
	Prepared1: 
	Reviewed1: 
	Reviewed2: 
	Reviewed3: 
	Reviewed4: 
	Notes: 


