
 

New Tenant Move-in Procedure 
1. Please transfer your utilities 1-2 weeks prior to your move-in date.  When the previous 

tenant has the gas and electric disconnected, they will be shut off by the utility 
companies on that date unless they have an existing order to turn on utilities in your 
name.  Please call AEP at 1-800-277-2177 for electric service and Columbia Gas at 1-
800-344-4077 for gas service.  Most of our homes have both utilities.  Electric service 
transfers should be scheduled for connection 2 days before your move-in date (to 
prevent AEP from shutting the service off!).  Gas service transfers should be scheduled 
for your move-in date (Columbia Gas is nicer! 😊😊). 
 

2. You will need to contact us to setup an appointment to get your keys.  We do not give 
you keys and let you walk through the home by yourself.  We will meet you directly at 
the unit and walk through the home with you.  It is very important that you are happy 
with your unit.  If there are any issues, we will take care of them immediately.  Your 
satisfaction with your home is our highest priority, and we know a landlord-tenant 
relationship can sour on that first day if you are not happy with the work we have 
done.  We do not do business this way.  Our priority is you, and we want to make sure 
you always have a positive feeling about us than you may have experienced in the 
past with other companies.  Please make your key appointment with us 1-2 weeks in 
advance of your move-in date. 
 

3. Your first rent and water payment is due at the time you pick up your keys.  We 
cannot give you keys without your payment in hand.  Please reach out to us if you are 
unsure about the exact amount of your monthly payments.  During a move, tenants 
often pack away and forget about their checks.  It is imperative to have your full 
payment to prevent not being able to pick up your keys at your key appointment. 
 

4. Your move-in date is not negotiable.  We understand that sometimes you have a gap 
between rentals, but we will not be able to accommodate your gap time.  In the event 
your unit is ready prior to your exact move-in date, we will contact you and give you 
the option to pick up your keys early.  We do not allow moving into our units in “as-is” 
condition, meaning you cannot accept the home without it being properly cleaned, 
painted, and maintained.  We know that while you may save a couple days between 
your move-ins, that you will be unhappy to move into a unit that isn’t prepared.  We 
promise, even if you were willing to agree to this in writing, you will be dissatisfied.  
After many years of experience with this issue, we have settled on this rule and hope 
you will understand that it is in your best interest.  It would be super easy, and cheap, 
for us to not have to turn over your unit properly, but we’re not interested in taking 
the easy/cheap way out.  We are interested in you staying with us and being happy 
with your home and our service! 


