
CHNW - Roommate Addition

CHNW residents can request to add additional roommates to their agreement once per lease term. The interested party(s) must go through 
the application process and pass screening. Please allow 14 days for requests to be processed.  

Requirements for Applicant: 

Application will be held until the leasing office has received all the following: 

• Email confirmation from current resident requesting the addition providing full name and email of the future applicant 

• Complete application and pay $25 Application Fee 

• Photo ID 

• Proof of student enrollment provided in PDF form. (Screenshots/pictures will not be accepted) 

Requirements for Current Resident:  

Unit involved will be required to pass an inspection before approval of the addition. If the unit does not pass inspection, the leasing team 
will not move forward with the request. * The applicant will be eligible to apply to another available unit if the current resident(s) do not 
meet CHNW roommate addition criteria.  

Units that are month-to-month or have a lease ending within 90 days are not eligible for a roommate addition. Please contact the leasing 
team to discuss your options.  

Lease Takeovers are not permitted. To move forward with the requested addition, it is required that at least ONE original leaseholder 
resides in the apartment.  

Example.) Alex and Beth move into their new apartment at Goose Hollow Unit 11-N, establishing themselves as the original lease holders. 
Alex requests to move out and add Chris to the lease as a replacement. Alex moves out and Chris moves in as the new roommate. Beth and 
Chris now live in the apartment, but Beth is the last remaining original lease holder. If Beth decides to move out, Chris will also have to 
vacate, ending the lease for this apartment 

Requirements for Current and Future Resident: 

 When the applicant has been approved and the inspection is complete, a Roommate Addition Addendum will be sent to all parties for 
signatures. This addendum will be sent electronically. All signatures are required as this is a legally binding document showing your proof 
of residency and accepting the conditions of the current lease in place. The current lease agreement will then be sent out to all of the 
remaining residents, and the incoming resident to update the Rental agreement record. This document will also be emailed to each 
leaseholder for their electronic signature. 

Once signatures are complete, the new resident will be converted to current tenant status and will be notified when keys are ready for 
pick up. *Please allow 48 business hours to prepare keys for the new roommate. *Keys will not be prepared until all signatures 
have been applied.  
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