SUB-LET INFORMATION

Subletting of a tenant’s apartment is allowed with written permission of the Landlord.  CSP does not find Sublette’s for a tenant, especially when more than one individual lives in the apartment. 

You can however give the tenant some suggestions (school bulletin boards, Ithaca Times, etc.) and be sure to give them the following information on how to sublet their apartment:

· Has the perspective sublet brought in an application with the application fee?

· Once the application has been approved the tenant needs to give CSP a copy of the written agreement between the tenant and the sublet.  There is a sample form they may use, this is not a CSP form and CSP is not responsible for the terms of that contract.  

· This agreement should be very specific as to when the tenant’s sublet is going to live in the apartment and who will be receiving the Security Deposit.  
· The tenant must have all other tenant’s living in the unit when there is more than one tenant; sign the written agreement signifying their approval of the sublet.

· The tenant should leave instructions at this time as to where they would like us to mail the Security Deposit return if they are the one receiving it.

· The tenant needs to provide a copy of the lease to the sublet.

· The tenant should make all arrangements for the exchange of keys and make sure that any utilities the tenant is responsible for are put into the Sublette’s name.  At no time should utilities go back into the Landlords name before the end of the lease.  

· CSP can be used to coordinate the drop-off and pick-up of keys, but it is not our responsibility to arrange for this.  

