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SUBLEASE INFORMATION 
 

The following information and suggestions will help you in subletting your apartment: 
 

1. You must submit written notification of your intention to sublease your apartment to 
sublease@icmproperties.com. You must include the exact date you will be moving out of your apartment, 
your email address, a phone number, and when your sublease shall begin (typically the first day of the 
month). ICM will not process any applications or sign any agreements until written notification has been 
received.  
 

2. In order to sublease your apartment, it is your responsibility to advertise and show your apartment to any 
interested party. No sublease will be approved if the intended party has not viewed the apartment; emailing 
pictures is NOT an acceptable form of showing the apartment. The following methods have been successful 
for other tenants. Please contact them directly for further information. 

• www.craigslist.com 
• www.zillow.com 
• www.domu.com 
• www.hotpads.com 
• Hang fliers and notices in local coffee shops and stores 

 
3. Please inform anyone interested in your apartment to fill out an application on our website. They can apply 

online using this link.  It will take approximately 2 business days for an application to be processed. You may 
only sublease to as many people as your lease states; if there is only one person on the lease, then only one 
person may sublease the apartment. ICM has a no-dog policy; however, cats and most small animals are 
accepted. Additional fees will apply for approved animals.  
 

4. You can follow up with ICM 48 hours after submitting applications. Do NOT assume that an application will 
result in a lease, even if it is complete and submitted to our office. Applicants frequently back out before 
leases are signed or are not approved for the apartment for various reasons, such as (but not limited to) 
credit screening results. You must call or email ICM to confirm and verify that you have successfully subleased 
your apartment.  

 
5. If the sublease application is approved, each applicant will be required to pay a non-refundable administrative 

fee of $75.00. This amount will be applied toward the $395.00 administrative fee if they choose to renew the 
lease at a later date. Once the $75.00 fee is paid, ICM will contact you, and a sublease agreement will be 
emailed to both you and the intended sublessor. To finalize the process, the sublease agreement must be fully 
executed, and any additional required payments must be submitted by the deadline specified in the 
agreement.  
 

6. Remember that a sublease does not terminate your legal or financial responsibility to the lease or the 
apartment. The intended sublease will become your subtenant; you are still liable for the apartment until the 
lease expires. The apartment is subleased “as-is,” and no major work will be done, such as painting, floor 
varnishing, etc. 

 
7. The landlord will make a good faith effort to help the tenant re-rent the dwelling at a fair rental price and will 

consider a reasonable sublease proposed by the tenant as covering terms as determined by the CRLTO.  
 

8. We understand that every situation is singular; if you have any concerns or questions about subleasing your 
apartment, do not hesitate to contact our office to receive additional information or assistance.  

http://www.craigslist.com/
http://www.zillow.com/
http://www.domu.com/
http://www.hotpads.com/
https://icm.appfolio.com/listings/rental_applications/new?listable_uid=d398fbc3-86db-469f-ba3d-1cc44d60f038&source=Website

