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GROHMANN TOWER APARTMENTS 

ARE YOU MOVING OUT or STAYING or 
CHANGING APARTMENTS?  
 

 
If yes, here is some additional helpful information to assist you in having a smooth and 
positive move-out experience. 
 

1) MOVING OUT of the TOWER COMPLETELY: 
 
a) NOTICE TO VACATE: complete the “Individual Notice to Vacate/Security Deposit” form with anticipated 
Move-out Day/Date/Time. If no notice is received by 3/1/20, your apartment will be considered available and 
we will anticipate your move-out to be 5/31/20. 
 
b) HELPFUL MOVEOUT CHECKLIST: this checklist will assist you in helping to get your security deposit 
back. When you move-out, your apartment should be ready for occupancy by the new resident 
IMMEDIATELY.  
 
c) PLEASE RECONFIRM your Move-Out Day/Date/Time (approx): as you get closer to your move-out 
date. This way we can be sure to have staff on duty to assist you. When your scheduled move-out time 
arrives, you should come to the office or call the office at (414) 277-7228 and staff will be dispatched to 
check you out. If you are simply moving to a new apartment, you only have to follow “b” above (Helpful 
Moveout Checklist). You can reconfirm by sending an email to Gagliano@msoe.edu with your apartment # 
and the day/date/time. 
 
d) Examples of a CLEAN and PROPER Apartment Checkout: We should not have to clean your 
apartment after you move-out. It should be in the same condition it was when you moved in. You will be 
billed for any staff time for cleaning, damages, etc. that is found. Even if you transfer your apartment, you 
are still required to do basic cleaning. Last year, over 90% of those moving out received their security 
deposit back completely. Do NOT be in the 10% that don't. One apartment’s occupants who didn't clean 
their apartment was billed close to $900 for staff to do it. We want you to receive your security deposit back 
and that is why we provide you with all this information. A re-inspection of your apartment will take place 
when Tower Staff goes back in to prep the apt and thus you could face additional charges beyond what 
may have been found at the initial check-out. 
 
e) Pre-Move Out Inspection: If you want us to do a pre-move-out inspection...meaning...we will come to 
your apartment and point out things that you need to clean or address prior to your actual scheduled 
checkout time. Simply come to the Tower Office to request your pre-move inspection. Staff will go with you 
to your apartment to provide you with an assessment. 
 
f) ATTITUDE: Please Be Patient, Understanding, & Cooperative: Do not keep the blue or gray lobby 
carts, do not keep cleaning supplies, do not get upset... do realize that this is a busy time period for 
everyone...Tower Staff are students also and may be working around finals and graduation schedules to 
help out. Thank you in advance for your cooperation and understanding. We also wish you the best in all 
your future endeavors. 
 
g) Work Orders: If something in your apartment is in need of repair, please let the Tower Office know and 
we will submit a work order to get that repaired. 

 
 

2) CHANGING/TRANSFERRING APARTMENTS within the TOWER: 
 
Floors 4 and 5 will continue to be Honors Floors for RETURNING Honors members and 
Floor 6 and 7 will be held for NEW Honors Freshmen participants. All apartments, 
including 1 and 2 bedrooms, may be available for lease renewals on 4, 5, 6, and 7 for 
current occupants. Residents of floors 6 & 7, if returning to the Tower, will be relocated 
and may apply for apartments on floors 8 thru 14 (if available). 
  

 



 
 
a) COMPLETE an “APARTMENT CHANGE/TRANSFER REQUEST” form: you will need to complete this form if 
changing to a vacant apartment or if an apartment is being transferred to you. Please submit this to the office prior 
to the “lease renewal” scheduled deadline for priority consideration. 
 
b) COMPLETE a “LEASE and FATAL FIVE” for 2020-2021: you can complete a new Lease and Fatal Five and 
submit it to the office.  

 
c) CHANGING to a VACANT Apartment: If changing apartments (but waiting for that apartment to be available), 
you can check on your new apartment status closer to that apartments anticipated scheduled move-out 
day/date/time. As soon as it is ready, we will check you into it, unless you have worked out an "arrangement" with 
the current occupants to move-in early or bring your belongings to the new apartment. Either way we would need to 
check you into that apartment at some point prior to your departing campus (if applicable).  
 
d) CHANGING to an Apartment TRANSFERRED to you: if you have a resident(s) who is transferring their 
apartment to you, you will need the signature(s) of the residents who are “transferring” their apartment to you on the 
submitted “Apartment Change/Transfer Request” form. Please note that if you are transferring an apartment to new 
occupants, the new residents MUST be eligible for residency in order for you to transfer it. Current occupants are 
still required to provide a basic clean apartment to the new occupant or face potential charges. 
 
SUMMER RESIDENCY (e or f are your choices if you choose not to reside in the Tower for the summer): 
 
e) COMPLETE a “Summer LOCK-OUT” Form: if you are locking out for the summer (half rent), you need to 
complete the “Summer Lock-out” form. All residents of the apartment will either have to lock-out, reside there for the 
summer, or a combination of both.  
 
f) Non-June 1st LEASE START: if you want to start your lease beginning September 1st (or July or Aug 1st), your 
apartment would have to remain completely empty for the summer with no personal belongings. Please see Rick in 
the Tower Office for greater clarification. 
 
g) MOVING OUT of Current Apartment: (for the Summer or transferring to a new apartment): 
 

1) HELPFUL MOVEOUT CHECKLIST: this checklist will assist you in helping to get your security deposit back. 
When you move-out, your apartment should be ready for occupancy by the new resident IMMEDIATELY.  
 
2) PLEASE RECONFIRM your Move-Out Day/Date/Time (approx): as you get closer to your move-out date. 
This way we can be sure to have staff on duty to assist you. When your scheduled move-out time arrives, you 
should come to the office or call the office at (414) 277-7228 and staff will be dispatched to check you out. If you 
are simply moving to a new apartment, you only have to follow “b” above (Helpful Moveout Checklist). You can 
reconfirm by sending an email to Gagliano@msoe.edu with your apartment # and the day/date/time. 
 
3) Examples of a CLEAN and PROPER Apartment Checkout: We should not have to clean your apartment 
after you move-out. It should be in the same condition it was when you moved in. You will be billed for any staff 
time for cleaning, damages, etc. that is found. Even if you transfer your apartment, you are still required to do 
basic cleaning. Last year, over 90% of those moving out received their security deposit back completely. Do 
NOT be in the 10% that don't. One apartment’s occupants who didn't clean their apartment was billed close to 
$900 for staff to do it. We want you to receive your security deposit back and that is why we provide you with all 
this information. A re-inspection of your apartment will take place when Tower Staff goes back in to prep the apt 
and thus you could face additional charges beyond what may have been found at the initial check-out. 
 
4) Pre-Move Out Inspection: If you want us to do a pre-move-out inspection...meaning...we will come to your 
apartment and point out things that you need to clean or address prior to your actual scheduled checkout time. 
Simply come to the Tower Office to request your pre-move inspection. Staff will go with you to your apartment to 
provide you with an assessment. 
 
5) ATTITUDE: Please Be Patient, Understanding, & Cooperative: Do not keep the blue or gray lobby carts, 
do not keep cleaning supplies, do not get upset... do realize that this is a busy time period for everyone...Tower 
Staff are students also and may be working around finals and graduation schedules to help out. Thank you in 
advance for your cooperation and understanding. 
 
6) Work Orders: If something in your apartment is in need of repair, please let the Tower Office know and we 
will submit a work order to get that repaired. 

 
 

mailto:Gagliano@msoe.edu


 
3) STAYING in the SAME APARTMENT WITHIN THE TOWER:  
  
a) COMPLETE a “LEASE and FATAL FIVE” for 2020-2021: you can complete a new Lease and Fatal Five and 
submit it to the office. (6th and 7th floor residents will be relocated if returning to the Tower) 
 
SUMMER RESIDENCY (b or c are your choices if you choose not to reside in the Tower for the summer): 
 
b) COMPLETE a “Summer LOCK-OUT” Form: if you are locking out for the summer (half rent), you need to 
complete the “Summer Lock-out” form. All residents of the apartment will either have to lock-out, reside there for the 
summer, or a combination of both. Be sure to remove all perishable foods, clean your apartment, and submit any 
work orders for things you need addressed. You do not need to re-check into the apartment as your initial check-in 
stands. 
 
c) Non-June 1st LEASE START: if you want to start your lease beginning September 1st (or July or Aug 1st), your 
apartment would have to remain completely empty for the summer with no personal belongings. Please see Rick in 
the Tower Office for greater clarification. (See Section G 1-6 above for additional information). 
 
 

4) ANTICIPATED DEADLINES: These dates are subject to change. 
 

• 3/1/20 – Returners (Honors/Upperclassmen) reapply 

• 4/1/20 – Freshmen (New Non-Honors) New/International/Transfer apply/accept  

• 4/1/20 – Sophomores (displaced) notified of vacancies 

• 4/15/20 – Sophomores (displaced) apply/accept 

• 5/1/20 – Upperclassmen (new) notified of vacancies 

• 5/15/20 – Upperclassmen (new) apply/accept 

• 6/1/20 – All others who missed deadlines (returners, etc) 

• 8/1/20 – Freshmen (New Honors) apply/accept 

 
 
THANK YOU FOR YOUR COOPERATION.  
 
If you have any questions, please do not hesitate to ask. 
 
rbg 
  
RICHARD B. GAGLIANO 
Building Manager 
www.linkedin.com/in/rgagliano 
(414) 277-7228 office 
(414) 335-6198 cell 
Grohmann Tower Apartments - MSOE 
233 E. Juneau Avenue 
Milwaukee WI 53202 
www.msoe.edu                                              
 

 
 
  12-23-19 
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  MSOE GROHMANN TOWER APARTMENTS 

  HELPFUL MOVE-OUT CHECKLIST 

 

 (Clean all these areas)                                                                                               KITCHEN AREA 
CABINETS: 

Cabinet Drawers/Handles:  ___ Emptied     ___ Cleaned/Wiped Out 
Upper Cabinets (doors):       ___ Cleaned/Wiped Down 
Upper Cabinets (inside):   ___ Emptied     ___ Cleaned/Wiped Out 

             Upper Cabinets (top of):   ___ Emptied     ___ Cleaned/Wiped Down 
Lower Cabinets (doors):       ___ Cleaned/Wiped Down 
Lower Cabinets (inside):    ___ Emptied     ___ Cleaned/Wiped Out 

  
STOVE/OVEN: 

Top of/Sides/Front of Stove:      ___ Cleaned/Wiped Down 
Underneath Top/Drip Pan (lift out pans):    ___ Cleaned/Wiped Down 
Inside Oven (including racks):  ___ Emptied     ___ Cleaned/Wiped Out 
Behind Stove:       ___ Cleaned/Mopped 

 
REFRIGERATOR: 

Top of/Sides/Front of Refrigerator:    ___ Cleaned/Wiped Down 
Underneath Storage Bin (bottom):    ___ Cleaned/Wiped Down 
Inside (including racks/shelves):  ___ Emptied     ___ Cleaned/Wiped Out 
Behind the Refrigerator:                  ___ Cleaned/Mopped 
 

MICROWAVE: 
 Inside of Microwave:    ___ Shelf Present ___ Cleaned/Wiped Down 
 Front/Underneath Microwave (vent):    ___ Cleaned/Wiped Down 

 

(Clean all these areas)                                               GENERAL APARTMENT AND LIVING AREAS 
Heat/AC (inside & cover):     ___ Vacuumed/Wiped Down 
Baseboards:          ___ Cleaned/Wiped Clean 
Windows (ledges/glass):  ___ No Cracks     ___ Cleaned/Wiped Down 
Curtain(s)/Sheers:   ___ Hanging Properly ___ No Tears or Stains 
Closet(s) (check doors)   ___ Emptied  ___ Swept/Wiped Down 
Floor(s):      ___ Swept     ___ Mopped 
Doors (all areas):    ___ Damaged  ___ Cleaned/Wiped Down 
Walls (all areas):    ___ Patching Needed ___ Painting Needed 

 

(Clean all these areas)                                                                                                      BATHROOM 
Tub/Shower Walls:   ___ Cleaned     ___ Scrubbed/Wiped Down 
Sink/Drawers (base/inside):  ___ Emptied  ___ Cleaned/Wiped Down 
Cabinet/Counter/Top of Light  ___ Emptied     ___ Cleaned/Wiped Down 
Floor/Toilet (inside/edges/base):      ___ Cleaned/Mopped 
Shower Curtain (do not throw down chute): ___ Removed    ___ Hooks Remain 

 

(Clean all these areas)                                                                                                       FURNITURE 

Bed & Mattress (check both sides): ___ No Stains    ___ Cleaned/Wiped Down 
Dresser (inside, sides, back):   ___ Emptied  ___ Cleaned/Wiped Down 
Night Stand (inside, sides, back):  ___ Emptied  ___ Cleaned/Wiped Down 
Desk (inside, sides, back, legs):  ___ Emptied  ___ Cleaned/Wiped Down 
Table (top, sides, legs):      ___ Cleaned/Wiped Down 
Chairs (base, seat, back):  ___No Tears  ___ Cleaned/Wiped Down 
 

(Clean all these areas)                                                                                                                 MISC. 
  Washer/Dryer (if applicable)     ___ Emptied/Wiped Down 

Dishwasher (if applicable):     ___ Emptied/Wiped Clean 
 
--------------------------------------------------------------------------------------------------------------------------------------- ---------------------------     

 
___________________________              __________                      ________________________ 
          (Resident Name)                       (Apt #)                              (Date Completed) 
    

 

 

APT # _____ 

Please follow this list to assist 
you in having a smooth and 
successful move-out experience. 

 



INDIVIDUAL NOTICE to VACATE  

and 

SECURITY DEPOSIT RETURN   

Please complete the information to the side and below. It is important 

that you submit this form to the Tower Office at your earliest 

convenience. If no notice is received by 3/1/20, your apartment will be 

considered available and that you are vacating the Tower as of 5/31/20. 
----------------------------------------------------------------------------------------------------- 

1) NOTICE TO VACATE: This is to inform you that I plan to vacate the Tower on the date indicated above. I 

understand that the amount of my security deposit may be reduced due to the condition of my apartment (with regard to 

cleanliness, damage, missing items, etc). I understand that I will have an “initial” assessment at the time I vacate, but that a 

more “detailed” assessment will take place after the move-out of my roommate(s) (if applicable) or once staff begins the 

process of cleaning which may result in additional charges. I further understand that I may be held equally responsible for 

cleanliness/damages within the apartment even if the remaining roommate(s) or incoming resident(s) indicate that they 

would take responsibility. I understand that I am to leave the apartment in a condition whereas the next occupant would be 

able to move in immediately and/or in the same condition as it was at the time of my move-in. My signature indicates that I 

understand and accept these terms. 
 

Resident Name (print): ___________________________________ ID #: __________________________ 

 

Resident Signature: _____________________________________ Date Submitted: ________________ 

 

* As we get closer to your move-out date, please verify your move-out time with the Tower Office so that we can have staff 

available. Please use the Helpful Move-Out Checklist to assist you in having a successful move-out experience. 

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

2) SECURITY DEPOSIT RETURN: Please indicate (A, B, C, or D) how you want your Security Deposit returned to 

you. Remember the initial amount may be reduced based upon the condition of your apartment at move-out. 

 

 

.  

 

 

 

C) ____ Direct deposit to my US Bank . 

 

(You must complete a direct deposit form on 

my.msoe – this is separate from HR files). 

B) ____ Please mail me a check.   (include City, State, Zip) 

                       Address to SEND check to:  

(FOR TOWER OFFICE USE ONLY) Indicate if the above resident should be billed the following amount (if 

applicable) or if the entire deposit should be returned. 

Amount to be BILLED: ____________________    Date: ________________ 

 

RETURN ENTIRE SECURITY DEPOSIT: ______   Approved: ____________ 

 

Completed by Vacating Resident:  

 

APARTMENT #: _______________ 

 Anticipated VACATE TIME/DAY/DATE:  

 

- Time: _______________________ 

 

- Day/Date: ____________________ 

 

A) ____ Please credit my MSOE account.    

D) For INTERNATIONAL students who are going back to their country and do not have a current US 

bank account. We need the following so we can wire the refund to you:  

1) Name of Bank at home: ________________________ 

2) Name on the account: _________________________ 

3) Bank routing number: __________________________ 

4) Students Bank account number: __________________ 

5) Banks SWIFT code: ____________________________ 
* The bank can provide the student with the last three if the student does not know the above items. 

items.                                            

 

 


