
If you decide you would prefer to move out of your residence hall/apartment community, you 

can do so.  Here are the instructions for those who wish to check out. 

 

Express Check Out Procedure: 

1. We are not able to provide carts, brooms, cleaning supplies, vacuums, etc., to those who 

are checking out.  Please bring the items you need to properly check out. 

2. All building entrances are locked. You will need your student ID/keys to enter your 

community through the main entrance. 

3. We encourage you to bring as few people as possible to help you checkout to promote 

social distancing.   

4. Check your mailbox one last time for any remaining mail.  When you return home, fill 

out an official United States Postal Service Change of Address form. Make sure you have 

all packages from this point forward sent to your off-campus address. 

5. If you have received notice that you have a package to pick up, please pick it up at the 

Case-Hill front desk between the hours of 9 a.m. – 7p.m. If you are unable to pick your 

package up, we will forward it to you (please understand it may take some time to 

process). 

6. Grab an express checkout envelope in your building’s lobby. 
7. You must complete the following in your room before leaving:  

1. All personal Items removed from your space. 

2. All garbage and recycling containers must be emptied and cleaned. 

3. If you rented a loft/ladder or microfridge from bedloft.com, please label these 

items and leave them in your room. The fridge must be emptied, cleaned out, 

unplugged and door left open. 

4. Drawers are empty and wiped out. 

5. Desk spaces are cleaned and wiped down. 

6. Walls wiped down. 

7. Window closed. 

8. Curtains open. 

9. Please leave your room as clean as possible. 

10. Put your room/mail keys in the envelope, read the back of the envelope, write 

your forwarding mail address on the envelope and sign.  Return the envelope to 

the designated area in your hall.  

 Please note that if you do not return your room keys, you may be charged 

for the missing keys. 

 If any personal belongings are left behind after checking out, please note 

that we will hold the items for 30 days.  If the items are not claimed in that 

time, the items will be discarded.  

 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmoversguide.usps.com%2Fmgo%2Fdisclaimer&data=02%7C01%7Cjsmatzke%40stcloudstate.edu%7Cda2ecf87d0204dc534f508d7cb848d81%7C5011c7c60ab446ab9ef4fae74a921a7f%7C0%7C0%7C637201642472346576&sdata=8FNmfWaOkmL6o6K5lDsV6W%2BzHbvw6URE%2BR3QOwPxSh4%3D&reserved=0

