
REMOVAL PASSES 

Tenants 

Service Portal Account Admins will have permission to approve Removal Passes. 

All contacts on the Service Portal Account will have access to submit a Removal Pass Request. 

1. Login to Service Portal / Select Menu 
2. Select Removal Passes to view passes 

 

3. Select To Authorize to approve pending Removal Pass requests 

 
 

4. Select New Removal Pass to initiate a new request 

 



5. Please note that tenant move outs must be coordinated with Property Management 

 

6. Complete New Removal Pass Information 
a. Floor and Suite are limited to your account(s) 
b. Pass can be for yourself, someone else on your account, or a 3rd party 

 

 

c. Expiration date is the day after removal takes place – a pass should not be used multiple days 
d. Freight operators will allow items listed in the details section – quantities and items are required, 

but we encourage you to be as specific as possible. 
e. Select Submit  



 

7. Using the pass – if you are not an authorized approver, your account admin will be notified and must 
approve before you are able to use the pass 

a. digitally – print to pdf to display on mobile device or open your Service Portal Account to display  
b. print a physical copy  

 



8. Example Removal Pass: 

 

FAQ 

• What if my pass expires before use?  
o A new pass needs to be created and approved by an authorized person listed on your account. 

• Can I use the same pass multiple trips and or multiple days? 
o Yes, a pass can be used for multiple trips on the same day if the pass lists the product.  
o No, the same pass cannot be used for multiple days – a new pass is required for each day. 

• How do I know who is authorized to approve Removal Pass requests on my account? 
o Approval permissions have been enabled for all Account Administrators. You may view your 

colleagues from the Menu drop down on your Service Portal account dashboard.  
o Your contact forms also list your Service Portal contacts and their permissions. Please contact 

propertymanager@themart.com to update contact forms.   
• What if someone outside of my company is removing the item/product?  

o The pass should be created with the name of the person and or company removing the 
item/product. The approved pass can then be printed and provided to the person/company.     

• How much detail must I include about the items/product being removed?  
o We require quantity and general description. “2 chairs” would be considered minimum required 

information, but “2 green desk chairs” would be recommended.   

mailto:propertymanager@themart.com



