
 

CHECKLIST FOR CHECK-OUT 
Welcome back to campus! We missed you! 

Please walk through each of these items below for a successful check-out. 

For any check-out questions, please call 610-917-1468. 

 

Name                                                              Building and Room Number  

 

Residence Hall Rooms Check-out List

 Remove all trash including that which is behind or 

under any furniture. All trash MUST be taken out to 

an outside dumpster 

 Clean walls of all materials (nails, tacks, posters, 

personal mirrors, tape, stick tack, decorations etc.) 

 Remove personal furniture and place university 

owned furniture in its original location 

 Vacuum all flooring  

 Wipe down window sills, base boards, and all flat 

surfaces (desks, drawers, shelves, etc.)  

If dorm room has attached bathroom: 

 Windows and mirrors cleaned 

 Floors swept and mopped  

 Shower/tub cleaned and sanitized 

 Shower curtains (not rods) removed  

 Sink cleaned and sanitized 

 Toilet cleaned and sanitized  

 All personal items MUST be moved out! 

 

 

Kitchen (assign responsibilities equally among apartment mates so that all is cleaned) 

 Microwave cleaned inside, outside, underneath, 

dusted, etc. 

 Floor swept and mopped 

 Refrigerator cleaned (no food in fridge or freezer) 

and wiped down 

 All food removed from kitchen 

 All items removed from cabinets 

 Kitchen counters and sink cleaned  

 Ovens cleaned inside, outside, and stovetops 

 Closets and shelves cleaned and dusted 

 Left over dishes thrown out 

 All items MUST be removed! 

 

Living Areas/Common Areas: (Suites and Apartments) 

 Carpets vacuumed (hallway included) 

 Garbage thrown out 

 Non-UVF owned furniture removed 

 Floor swept and mopped 

 Windowsills and baseboards dusted 

 All bulletin boards cleaned, removing all posters 

 Furniture returned to its original location 

 All items removed from closets and storage spaces 

 Bikes removed from outside bike racks 

 All items MUST be removed! 

 

Disposal of Items: PLEASE READ THIS SECTION CAREFULLY! 

 Take all trash to outside dumpsters. DO NOT place personal trash inside residence halls trashcans. 

 Furniture: Furniture can ONLY be disposed of in the dumpster behind the Dining Commons (see map on the back of 

this checklist).   

 AC Units and Refrigerators: These can ONLY be disposed of BESIDE (not inside) the dumpster behind the Dining 

Commons (see map on the back of this checklist).  Large fines will result if these items are disposed of improperly. 

 

Steps to complete check-out: 

 Lock room door and put room key in envelope provided. DO NOT SEAL the envelope!  Please bring this checklist, 

your key envelope, your mailbox key and all University owned space heaters and fans to the Student Life Office. 

 Enter the Student Life Office through the mailroom/Security door. Check your mailbox and retrieve your mail. 

 Place your mailbox key in the key envelope along with your room key.  Graduates and students not returning in the fall 

should place laundry card inside envelope as well. 
 Return this checklist, key envelope and any University owned items to the designated area in the Student Life 

Office. 
 You did it! You have checked out! 

  
Please note any pre-existing or new damages or facilities needs in the space provided below.  

__________________________________________________________________

__________________________________________________________________ 
 

Signature: _______________________________________________Date: ________________________ 

 
We will contact you directly if you will be held responsible for any damages 



 

 

 

IMPORTANT NOTE: There is only ONE dumpster for Furniture,  

A/C Units and Refrigerators! 

 

Furniture must go IN the dumpster. 

 

Refrigerators and A/C units must go BESIDE the dumpster to avoid  

Township fines. 
 

This dumpster is located behind the Dining Commons. See the map below. 

 

 

 
 

 

 

 

 
 


