Alpha Iota Chapter of Gamma Phi Beta

Move-Out Procedures
June 2012

Ladies,

Below are the instructions for checkout.  The house will officially close on June 16, 2011 at 9pm for returning members, and June 17, 2011 at 6pm for graduating seniors only.  No members are allowed to live in the house during the summer months so everyone must be move-out.  All your personal belongings must be removed from the house prior to closing.  All items left behind will be disposed of.

Upon leaving the house, it is required that you see the House Director to check-out of your room and provide her with your room and house keys.  The House Director will inspect your room with you present and she will note any damages or problems on the Room Inventory Sheet.  If any furnishings have been replaced, please be sure the House Director notes it on the form.  Each resident of the room must sign the Room Inventory Sheet and check out with the House Director.   It is your responsibility to leave the room in good condition, clean, and in tact.  Any damages to the room will be assessed to the all residents of the room proportionately.  Damages will be deducted from your deposit, and if necessary you will be billed for damages in excess of your deposit.  Failure to check out will constitute a waiver of your rights to dispute any damages found in your room.

In order to facilitate the room inspection, please do the following BEFORE checking out:

-
Please remove all personal items from the room

-
Take down all posters, pictures from the walls and door bulletin board

-
Remove personal items from the desk and shelves and dust

-
Clear the floor and vacuum the carpet

-
Empty and clean desk drawers

-
Take your trash to the dumpster (Please do not overload the trash cans in the house.  Our housekeeper shouldn’t have to take out trash for all residents)

-
Close and Lock bedroom windows and/or French doors.

-
Return any cups, glasses, dishes or silverware to the kitchen.

-
Use up or remove all food items from the refrigerator in the utility room.  Anything left in the refrigerator will be thrown out over break.

-
Remove all books, papers, notebooks, etc., from the computer lab, so that it may be cleaned.  Items left in the computer lab will be disposed of during summer, this includes computer equipment left behind.

-
Check the lost and found with the House Director for any of your belongings.

-
Remove all items from the bathroom, including items stored in the cabinets under the sinks, in the cupboard or in your room.

-
Return your room key and house card to the House Director.  You will be issued a new room key and house card at check-in next year.

Please Note: any and all personal items left in the house will be disposed of during summer break.  Storage of personal items over summer break is not allowed.  NO EXCEPTIONS.

Thank you for your cooperation.  
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