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 SAMPLE CHECK-IN/OUT FORM 

 

This is a sample form of a check-in/check-out sheet. It may be used as is, it may be modified to suit your needs, or you may replace the sample form and attach 

your own check-in/check-out sheet to the lease.  

KEEP A COPY FOR YOUR RECORDS 

 

Occupant:____________   Unit Address.:____________________________ Date:_______ Phone:____________ 

 

TO BE COMPLETED BY MANAGERS AND/OR TENANTS AT THE CHECK-IN AND CHECK OUT 

 

Rate each item according to this scale: 

1.  Like New  4.  Needs Repair (make comment) 7.  Needs Painting 

2.  Good Condition  5.  Missing and Needs Replacement 8.  N/A 

3.  Acceptable Condition 6.  Needs Cleaning (make comment) (   )=quantity of that particular  item 
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Ceiling 

 
 

 
 

 
 

 
 

 
Closet Doors 
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Walls & Woodwork 

 
 

 
 

 
 

 
 

 
Windows & Tracks 
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   Drains 

 
 

 
 

 
 

 
 

 
   Stopper 
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Walls & Woodwork 
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Tiles/Linoleum 

 
 

 
 

 
 

 
 

 
Ceiling 
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     Surface Areas   

 
 

 
 

 
   Interior Areas 

 
 

 
 

 
 

 
 

 
   Shelves (   ) 

 
 

 
 

 
 

 
 

 
   Drawers (   ) 

 
 

 
 

 
 

 
 

 
   Door Seal 
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Lights 
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   Cabinets/Drawers 

 
 

 
 

 
 

 
 

 
   Sink & Disposal 

 
 

 
 

 
 

 
 

 
   Walls & Woodwork 

 
 

 
 

 
 

 
 

 
   Light Fixtures 

 
 

 
 

 
 

 
 

 
   Windows & Screens 
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DINING ROOM 

 
 

 
 

 
 

 
 

 
   Dining Table 

 
 

 
 

 
 

 
 

 
   Dining Chairs (   ) 
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   Handrail 
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Miscellaneous:                                                                                                                                                                  

                                                                                                                                                                                       

_____________________________________________________________________________________________________________ 

 

Owner/agent will make the following repairs by the following dates: 

 

Repair      Completion Date  

 

                                                                                                                                                    

 

                                                                                                                                                    

 

_______________________________________________                                   ___________________ 

Checked at move-in  

 

 

by                                                          on                                    20       

.(signature of owner/agent)                     (date) 

 

and                                                         on                                     20       

.(signature of resident)         (date)  

 

 

Checked at move-out by 

     

by                                                          on                                    20       

.(signature of owner/agent)        (date) 

 

and                                                         on                                    20       

.(signature of resident)        (date) 

    


	SAMPLE CHECK-IN/OUT FORM

