SAMPLE UNIT TRANSFER NOTICE

Note: HUD does not provide “HUD approved” unit transfer documents.  This is a sample.  It should be edited to conform to your management company’s policy and procedure.  RBD makes no warranty to the usability, compliance or legality of this document.  All documents should be reviewed and edited by management staff and legal counsel as appropriate.  

	Date:
	     


	Property Name:
	     
	Telephone:
	     

	Address:
	     
	Fax:
	     

	City, State, Zip:
	     
	TTD/TTY:
	     




TO:


	Name:
	     

	Unit #:
	     


As we advised, your new unit has been vacated, cleaned and “made ready”.  In accordance with our transfer policy you and your family have three days in which to vacate the old apartment and move into the new apartment.  Failure to comply will result in the following:

1) You will be responsible to pay rent for both units.

2) You will be charged the market rent for the old unit.

3) You will be charged the section 8 determined portion for the new unit.

The following are items to be aware of in the processing of your transfer to the new unit:

1) You must participate in the Move-in inspection before you begin to move to your new unit

2) Your old apartment will be inspected only after you have completely vacated the unit
3) You will be held fully responsible for any and all charges for damages not due to normal wear and tear
Please leave your apartment as clean as when you moved in, including kitchen appliances, walls, carpet, and bathroom(s).  Remember, no cleaning fee was charged when you moved in.  Also, please do not leave any discarded furniture or items.  Do not leave anything in the refrigerator or clipboards.  You will be charged for any expense to remove these articles.
Note:  Per transfer procedures you may be charged a new security deposit along with the prorated rent on the day of move in.  You will also receive a new contract and lease agreement for your new apartment.

I have read the above and fully understand all transfer procedures.

Resident’s Signature






Date








             __________________________
Management







Date

cc: Resident File
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