MOVE-IN / MOVE-OUT FORM – 1730 PARK STREET

The Association requires the following form to be filled in by both the exiting owner/tenant, and the new owner/tenant.  Please check off and fill-in the applicable items.

EXITING OWNER/TENANT
____________________________
_______





Owner’s / Tenant’s Name (circle)
Suite #

· A refundable $1000 security deposit is enclosed for potential move out damage.
· All building security entry cards are being turned over to new owner/tenant. (verify # ______)
· All suite keys and single main entrance key is being turned over to new owner/tenant.

· We will be moving out on the following date(s):______________________.

· We (will / will not) need to use padded elevators on these date(s) (circle, as required).

-------------------------------------------------------------------------------------------------------

NEW OWNER/TENANT
____________________________
__________________





Owner’s / Tenant’s Name (circle)
Business Name

Different Address (if not located at 1730 Park Street): ________________________________________________________________________

Work Phone # __________________
Work Fax # _________________________

Alt. Cell/Home # ________________
E-mail Address ______________________ 

Emergency Contact Name _________________________ Phone # ________________ 

· A non-refundable $500 fee is enclosed for new base suite signage.  Artwork for the hall suite sign is attached, and business and personnel should be listed on the main building directory strips as shown on the attached layout.
· Exiting owner/tenant has turned over _______ (#) building security entry cards to new owner/tenant.  We will need ______(#) additional cards @ $5.00 each.
· Exiting owner/tenant has turned over all suite keys and single main entrance key to new owner/tenant.  Additional suite keys are available - contact building manager for process. 
· We will be moving in on the following date(s):______________________.

· We (will / will not) need to use padded elevators on these date(s) (circle, as required).

· Enclosed is proof of insurance from the moving company, naming the Association as an additional insured.
CONTACT THE BUILDING MANAGER WITH ANY QUESTIONS. 

Return form to:
MDS Properties, LLC 
Lee Bieschke, Property Manager
1730 Park Street, Suite 101 
Naperville, IL 60563
