
University Housing

Division of Student Affairs

You have just completed the first step necessary for terminating your 

occupancy with University Housing by providing a written notice to terminate 

your Contract. Your approved Contract termination date cannot be changed.

Please remember, failure to vacate by 3:00 p.m. on your approved termina-

tion date will result in a HOLD OVER fee of $125.00 per day.  Contact the

Housing Advisor at 647-3062 immediately regarding last minute delays. 

You are asked to leave your apartment clean and in good condition. As a general

rule, your aprtment should be left in a condition that you would feel comfort a b l e

moving into. Please review this information carefully in preparing to vacate your

a p a rtment. 

VACATING
YOUR APARTMENT

Procedures and Guidelines

NORTHWOOD I, II, IV, V
Northwood Community Apartments



MOVE OUT PROCEDURE
Checkout

File a forwa rding address form
with the U.S. Postal Service.
T he form is ava i l a b le at the Commu -
nity Center or any U.S. Post Office.

R e m ove your Un i ve rsity Housing
a d d ress and update your perma-
nent address on Wo l verine Ac c e s s
so that final ac c o u nt stateme nts or
re f u nds can re ach yo u .

Discontinue all deliveries to the
apartment s uch as news p a p e rs, dia-
per service, wa s her and dryer re ntal, etc.

Clean your apartment accord i n g
to this guide.

If you are vacating a share d
apartment, clean your bedro o m
and all common are a s.

R e m ove all personal pro p e r t y.

Lock all doors and windows.

Turn in all keys to the Comm u n i t y
Center by 3:00 p.m. or to the
inspector if you schedule a final
inspection appointment. Be sure to
c o m p lete the key return form in its
e nt i re t y, inc l udi ng your fo r wa rd i ng
add re s s. For tra nsf e rs, keys must be
t u r ned in by 9:00 a.m. on the
a p p roved date. A key d rop box is
a vailable at the Community Center
e n t ra n c e for your conve n i e nce 
d u r i ng no n - b us i ness ho u rs.

T h e re will be a charge for a lock
change if ALL keys are not re t u r n e d .

R e m ove your parking sticker(s) a n d
return them to the Community Center
w hen you turn in your apartme nt keys. 

Do not drive or park motor 
vehicles on lawns, wa l k s, or are a s
other than stre e t s, ro a d wa ys, or
parking lots w hen mov i ng out of
your apartme nt. Doing so could
result in charges to your Unive rs i t y
ac c o u nt if damages occur.  

We wa nt to assist you in yo u r
e f fort to le a ve your apartme nt in
a cond ition that me e ts Unive rs i t y
Ho us i ng ’s ex p e c t a t i o ns. In add i-
tion, we need to evaluate as soon
as possible whe t her any majo r
re p a i rs will be re q u i red for yo u r
a p a r t me nt upon your de p a r t u re. To
meet these ne e d s, a pre - i ns p e c t i o n
will occur after we re c e i ve no t i f i c a-
tion of vac a t i ng. This pre - i ns p e c-
tion is to de t e r m i ne what re p a i rs
a nd services will be re q u i red to pre-
p a re the apartme nt for new re s i-
de nts. It will take only 10-15 min-
u t e s. You are not re q u i red to be
p re s e nt for the pre - i nspection, and
a pre - i nspection appoint me nt can-
not be sche d u led. We are no t
a s s e s s i ng your apartme nt for cle a n-
l i ness at this time; that assessme nt
is made at the final inspection. 

Pre-Inspection

If cle a n i ng or repair charges are ne c e s-
s a r y, they will be charged based on the
rates listed at the end of this booklet.  

K I T C H E N

S t ove (Oven and Broiler), 
Range Hood, Exhaust Fa n
C lean the stove tho roughly us i ng a ge n-
e ral purpose cle a ne r, de g re a s e r, 
a nd oven cle a ne r. Re move the ex h a us t
fan cover and let it soak in hot wa t e r
a nd de t e rge nt for 10-15 minutes; this
will help dissolve grease and dirt. Scrub
l i g htly with a small brush to re move
g rease buildup. A mild de g reaser can be
used on the ra nge hood. 

R e f r i g e ra t o r
A solution of baking soda and
warm water will re move odo rs and
aid in cle a n i ng. Clean the ins i de of
t he re f r i ge ra tor tho roughly and
le a ve no traces of food. The fre e z e r
c o m p a r t me nt sho u ld be cle a ne d

C u p b o a rds and Countertops
Re move all shelf paper or line rs. 
Us i ng a ge ne ral purpose cle a ne r,
de g reaser or water and ble ach 
solution, clean all she l ve s, 
d ra we rs, and cabine ts ins i de 
a nd outs i de. Use a no n - a b ra s i ve 
c le a ner on the count e r tops 
( b le ach and water solution 
helps re move stains.) Use proper 
ventilation while using bleach.

Garbage Disposal and Sink
Pour baking soda down the dispos-
al to help re move odo rs. Grind any
waste by turning on the cold wa t e r
t hen turning on the switch for a
m i nu t e. Turn off the switch and
a l low the water to flush the drain 
for ano t her minu t e. Use a mild

Cleaning Guidelines

a b ra s i ve cle a ner to clean the sink.
Do not pour any chemical into a drain to

help unclog grease build-up. S uc h
c he m i c a ls may cause cons i de ra b le
d a m age.  

B AT H R O O M

Sink, Tu b, and Showe r
T ho roughly clean the wa l ls of the
s howe r, tub and surro u nd i ng are a s
with a no n - a b ra s i ve cle a ner to
re move soap re s i d u e. Re member to
c lean the metal fixtures under the
sink and to i let. A small brush and
c le a nser will re move mildew aro u nd
t he tub and other damp are a s. Cle a n
t he sink with a no n - a b ra s i ve cle a ne r.

To i l e t
T ho roughly clean the to i let with 
d i s i n f e c t a nt both ins i de and outs i de,
i nc l ud i ng the to i let seat and b ow l .
C lean outs i de of the tank and lid.
Re move any discolo ration ins i de and
o u ts i de of the to i let bow l .

Wall Tile
C lean us i ng tub and tile cle a ne r. A
solution of water and ble ach and a
s oft brush can be used to clean the
t i le grout or caulking. 

Exhaust Fa n
Let fan cover soak in hot water 
a nd de t e rge nt for 10-15 minutes; 
this will help dissolve grease and
dirt. Scrub lightly with a small 
b r ush to re move any buildup. 

Medicine Cabinet and Mirro r
Re move all personal items and 
t ho roughly wash the ins i de, outs i de,
a nd top of me d i c i ne cabinet and mir-
ror with a ge ne ral all-purpose cle a ne r.   



Helpful Hints

V i negar will re move lime de p o s i ts
f rom fa uc e ts.

W hen cle a n i ng upho lstery fa b r i c,
use a blo t t i ng technique ra t her 
than scrubbing to preve nt grind-
i ng the stain further into the fa b-
r i c. Do not allow the fabric to

become excessively wet.

To clean a clo g ged drain, try
p o u r i ng a cup of salt and a cup of 
b a k i ng soda into the drain, fo l-
lowed by a ke t t le of boiling wa t e r.  

MOVING AND CLEANING
EQUIPMENT

You will find the following list of

cleaning materials, equipment and 

supplies useful:

sponges

toilet cleaner

vacuum cleaner 

mop

window cleaner

oven cleaner

non-abrasive cleaner 

rags or paper towels

degreaser

scrub brush

Moving carts and vacuum cleaners

are available for loan free of charge

at the Community Center.

P lease re move all personal 
p roperty when mov i ng.  C o n t a c t
the Community Center imme-
diately if property is acciden-
tally left behind. Pe rsonal 
p roperty left behind may be 
disposed of promptly or sto re d
for a limited time at the ow ne r ’s
ex p e nse and risk. All pro p e r t y
will be discarded after 30 days. 

Abandoned Property

L a n d l o rd Refere n c e

We will be happy to act as a land-
lo rd re f e re nce for you. Ple a s e
h a ve your new land lo rd mail or
fax the request, alo ng with yo u r
written authorization, to :

Ho us i ng Information Office
1011 Stude nt Activities Build i ng
Ann Arbor, MI 48109-1316 
Fax 734-764-6806

We will not give out information 

without your written consent. 

Request may take up to 10 business 

days to process.

GENERAL 
INFORMATION

Questions regarding Contract
termination, extensions, or
final rent charges should be
directed to:

Housing Advisor
1011 Stude nt Activities Build i ng
515 E. Jefferson
Ann Arbor, MI 48109-1316
734-647-3062

Questions regarding cleaning,
vacating procedures,
inspections, damage charges,
or moving equipment 
should be directed to:

Northwood Community Center
1000 McIntyre Drive
Ann Arbor, MI 48105-2494
734-764-9998

QuestionsCleaning Guidelines continued

BASEMENT Tow n ho uses only
a nd STORAGE AREAS

Re move cobwe b s, dust and lint us i ng
a broom. Flo o rs must be swept and we t -
mopped. Areas must be clean and fre e
of all personal items, dust and de b r i s.

Laundry Tu b
Re move lint and clean tub wa l ls us i ng a
ge ne ral purpose cle a ne r.  Do not use abra-

sive cleaner, as it will damage the surf a c e .

F U R N I T U R E

Cloth Upholstery
Vacuum and if ne e ded, clean 
with upho lstery cle a ne r.

V i nyl 
and No n - U p h o l s t e red Pieces
C lean with ge ne ral purpose cle a ne r,
r i nse and clean with warm water to
re move soap re s i d u e.  

Wo o d
C lean with wood furniture polish.  

F L O O R S

Tile Floors
S weep and we t - mop us i ng a cle a ne r
de s i g ned for tile flo o rs. Re move soap
residue with clear warm wa t e r.

V i nyl, Laminate or Ceramic Tile
S weep and we t - mop us i ng a cle a ne r
de s i g ned for vinyl, laminate or cera -
mic tile flo o rs. Re move soap re s i d u e
with clear warm wa t e r. Do not wax.

Wood Floors
S weep or dust with a dry mop 
a nd clean us i ng a slightly damp
mop. Do not wax. C le a ne rs specifically
de s i g ned for wood flo o rs can be us e d .

C a r p e t
Vacuum carpet thoroughly. Remove

any carpet or area rugs that
belong to you.

M I S C E L L A N E O U S

Walls and Doors
Re move all marks from wa l ls us i ng
a ge ne ral purpose cle a ner and
s p o nge or cloth. Rinse with cle a r
water to re move soap re s i d u e.
S p o ts on wa l ls can be re move d
with a solution of baking soda
a nd water us i ng small circ u l a r
mo t i o ns to avoid damage to paint .
Do not use abrasive cleaners.

Wa l ls sho u ld be free of gre a s e, 
g raffiti, etc. Be sure to clean 
l i g ht switch cove rs, door hand le s,
a nd floor board s. If bull-do g
ho o ks we re used, le a ve them in
p l ace when vac a t i ng.  

W i n d ow Are a s
W i ndow int e r i o rs sho u ld be cle a ne d
us i ng a window cle a ne r.  They mus t
be free of all sticke rs, tape, de c a ls,
e tc. Re move all loose materials in
w i ndow trac ks with a vacuum or
b r ush. Wipe out with a damp clo t h .

W i n d ow Blinds
C lean window blinds us i ng a sof t
c loth or sponge in each hand. 
With mild soap and wa t e r, place 
a sing le slat between hands and
wipe dow nwa rd, starting at the 
top of each slat.  

Light Fixture s
C lean ins i de and out with glass
c le a ner or ge ne ral purpose cle a ne r.



AFTER MOVE OUT

D u r i ng the final inspection 
facilities staff de t e r m i nes if any
d a m age has been do ne to the
a p a r t me nt and also che c ks to see
if the apartme nt was cle a ne d
ac c o rd i ng to the specifications in
this booklet. You may request to
be pre s e nt at this inspection. If
you wish to be pre s e nt at the
final inspection, an appoint me nt
must be made at least one we e k
in ad va nc e. To schedule an
appointment, call the
Community Center at (76)4-
9 9 9 8 . All cle a n i ng must be com-
p le t e, personal property must be
re moved, and all keys must be
re t u r ned to the ins p e c tor at the 
c o m p letion of the final ins p e c-
tion. The ins p e c tor will de t e r-
m i ne what no n - s t a nd a rd re p a i rs
a nd services, if any, will be
re q u i red to pre p a re the apart-
me nt for new re s i de nts. C h a rg e s
may be assessed at this time
for unusual wear and tear,
p roperty damage, and neces-
sary additional cleaning.

Our charges, although strictly

applied, reflect average actual

costs and do not include penalties.

As a general rule, the apartment

should be left in a condition into

which you would like to move.

Specific charges are listed at the

end of this booklet.

No t ification of any cleaning or
damage charges will be item-
ized and mailed to you within
60 days of your actual va c a t e
d a t e. A ny charges assessed will
be listed on your Stateme nt of
Ac c o u nt from Stude nt Financ i a l
O p e ra t i o ns. 

Final Inspection

LIVING ROOM
F l o o r
S weep, mop tile $ 1 0 . 0 0
S weep, mop wo o d 2 0 . 0 0
Vacuum carpet 1 0 . 0 0
S a nd/finish wood flr. 

$2.00/sq. ft.; $700 max. 
Steam clean ent i re carpet   40.00
Wa l l s
Wa s h 2 0 . 0 0 / h r.

K I T C H E N
F l o o r
S weep, mo p $ 1 0 . 0 0
Wa l l s
Wa s h 2 0 . 0 0 / h r.
C u p b o a rd s
C lean, de g rease            20.00/hr.
C o u n t e r t o p s
C lean, de g rease                 10.00
S i n k
C lean, de g rease                 10.00
Fan Cove r
C lean, de g rease                 10.00
R e f r i g e ra t o r
C lean, disinfect        
exterior                         10.00 
i nterior                           15.00
S t ove
C lean, de g re a s e,  
f ro nt / s i des                     1 0 . 0 0
to p / b u r ne rs                     15.00
oven                             1 5 . 0 0
b ro i ler                           1 0 . 0 0

B AT H R O O M
F l o o r
S weep, mo p $ 1 0 . 0 0
Wa l l s
C lean, disinfect, polish tile  10.00
Wash painted surfaces   20.00/hr.
D o o r
Wash painted surfaces   20.00/hr.
Fa n
C lean, de g rease                 10.00
S i n k
C lean, disinfect                 10.00

Tu b
C lean, disinfect                 15.00
To i l e t
C lean, disinfect                 10.00
Medicine Cabinet
C lean, disinfect                 10.00

B E D R O O M S
F l o o rs
S weep, mop tile $ 1 0 . 0 0
S weep, mop wo o d 1 5 . 0 0
Vacuum carpet 1 0 . 0 0
S a nd / refinish wood flr.     

$2.50/sq. ft.; $800 max. 
Wa l l s
Wa s h 2 0 . 0 0 / h r.
D o o rs
Wa s h 2 0 . 0 0 / h r.

B A S E M E N T
F l o o rs
S weep, mo p $ 2 0 . 0 0
Laundry Tu b
C lean, disinfect 2 0 . 0 0 / h r.
Wa l l s
Wa s h 2 0 . 0 0 / h r.

F U R N I T U R E
S o f a
Vac u u m $ 1 0 . 0 0
Vacuum, shampoo 4 0 . 0 0
Lounge Chair
Vac u u m 5 . 0 0
Vacuum, shampoo 2 0 . 0 0
F u r n i t u re
C lean, polish 2 0 . 0 0 / h r.

M I S C E L L A N E O U S
Room Door
Wa s h $ 2 0 . 0 0 / h r.
Bi-fold Door
Wa s h 1 0 . 0 0
W i n d ow Tra c k
Wa s h 5 . 0 0
Ta p e / Residue Re moval   20.00/hr.

R E PA I R S / R E P L A C E M E N T
Labor Only                  Rate/Hr.
Mechanic (ge ne ra l ) $ 3 8 . 0 0
C a r p e nt e r, electrician, 
p l u m b e r, mason 6 7 . 0 0
Pa i nt e r 5 0 . 0 0
Mover(s), with truck          7 5 . 0 0
F i re Extinguisher
Re p l ac e 3 5 . 0 0
Re c h a rge (seal must be in place) 1 0 . 0 0
Un i ve rsity Owned Blinds
Re - h a ng 3 5 . 0 0 / h r.
Re p l ac e Cost of Blind
Wa l l s
C ra yon, marke r, patc h i ng   

3 5 . 0 0 / h r.
D o o rs
Re p l ace (int e r i o r ) 1 3 0 . 0 0
Other Repairs
M a t e r i a ls & labor at cost

MISSING PROPERT Y
Key ( s )
Re p l ac e me nt key $ 5 . 0 0
Lock change 3 0 . 0 0
F u r n i t u re
Re p l ac e me nt cost less 
10% de p reciation for each year 
of age; maximum 50%.
R e cycling Bin
N ews p a p e r 2 5 . 0 0
Towel Bar
O ve r - t he - door (NW IV & V) 2 0 . 0 0

ABANDONED 
PROPERTY REMOVAL
Carried to dumpsters  $ 2 0 . 0 0 / h r.
Re moved by move rs 7 5 . 0 0 / h r.

Cleaning and Service Charges
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