
 

Express Check Out Procedure:  

You must complete the following in your room before leaving:   

1. Grab an express checkout envelope from your hall’s lobby/front desk area. 

2. All personal items must be removed from your space. 

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

4. Drawers are empty and wiped out. 

5. Desk spaces are cleaned and wiped down.  

6. Walls wiped down.  

7. Floor swept. 

8. Windows closed and curtains open.  

9.  Please leave your room as clean as possible.  

10. Check your mailbox one last time for any remaining mail.* 

11.  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).  

12.  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. 

13. If you have a bike on campus, please take it home.  

14. If you are concerned about damage charges in your room, please take pictures before you leave 

and save them in your files for reference.  

 

*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.  

 **Please note that if you do not return your room keys, you will 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 remaining items are not claimed after 30 days, they will be discarded or donated. 


