Special Interest Housing 

Student Organization Closing Checklist

Name: ____________________________________

Date/Time: ____________________

Special Interest Housing: _____________________________ Address: _______________________

To avoid billing at your Organization’s expense, Please complete these checklist items.

· Clean entire house/apartment including kitchen, bedrooms, bathrooms, common spaces, etc.

· Secure grill on porch with a chain/lock, clean out completely, and ensure propane tank is empty.
· Reassemble and return all university furniture to its original placement. 
· Remove and dispose of all non-UD furniture, except what is in storage or what is given an exception.
· Remove all items from the kitchen, box them, and place them in the storage area (minus food) or remove them completely from the house.
· Remove all perishable food items from the Refrigerator/Freezer units, clean out the units completely, and keep them plugged in. Also, remove all food items from the entire house.
· Remove all trash and recyclables to appropriate receptacles.
· Remove all belongings from bathrooms and closets, including clothes, toiletries, linens, laundry supplies, and storage units.
· Remove all small appliances and valuable items.
· Clear your personal bed, closet, drawers, desk, and remove any fish and plants.
· Close and lock all windows and pull mini-blinds half way down.
· Designate a storage area with lock on the door and clean the room prior to storage begins.

· Store furniture in an orderly manner in designated room (loose items in tubs) and ensure closed door can open with 12 inches below the sprinkler and smoke detector.
· Leave UD air conditioner in the “on” position. All non-UD units must be removed.
· Remove all decorations, tape, posters, etc from walls, doors, and ceilings.
· Report all damages to Residential Properties prior to the final closing date of the house.
· Complete the mail forwarding card online at www.usps.com 
· Turn off lights and lock your door

· Turn in keys when all items are removed from house
Exception Policy: Exceptions should be discussed during the pre-closing walk through. A determination can be made at that time. If a determination cannot be made at that time, a decision will be communicated via email to the organization representative/president the week following all pre-close meetings.
***The University will not assume responsibility for property left behind (any items left in the house without an exception will be disposed of at the expense of the residents.)
***Charges will be given to your student accounts or any violations of the check out procedure.
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