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Resident Check-~-Qut Procedures

This checklist is provided to make your check out as smooth as possible. Following this list will help you check
out for the End of the Fall Semester 2025. The Residence Hall Staff will assist you with this checkont process.

Hall Closing Date and Time: Friday, December 12, 2025, by 12:00 P.M.
NO EXCEPTIONS!

Things to Do:

1. Letyour Resident Assistant (RA) know your departure date and time prior to Monday,
December 8, 2025. Please let the hall staff know immediately of any changes to the
date or time.

2. Clean room and bathroom. Sweep, mop, clean out microwave, refrigerator and defrost
24-hours prior to leaving. Rooms need to be “inspection ready” upon check-out.

3. Each person is required to take all of their trash to the dumpsters located outside. If
you leave your rooms unclean and/or with excessive trash any place in the building
you will be charged. Group Billing will be applied for trash left in the suite,
stairways, laundry rooms, hallways and/or snack rooms.

4. Once the above items have been completed, please be sure to lock your room
windows; lower and close blinds; turn off the lights and lock the door. Sign and date
the check-out procedure sheet and return to the front office along with your key.

I confirm that I have read and completed all the above items. In addition, I understand that if damages
are assessed the damage charges are applied to my student account. Failure to pay could result in me
not being able to register for classes or make changes to my Spring 2026 schedule.

Resident’s Room: Check Out Date: Date Key Returned: Key #:

Student ID #:

Resident’s Name:

Please Print
Resident Signature: Staff Signature

FAILURE TO FOLLOW CHECKOUT PROCEDURES WILL RESULT IN A FINE!
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