
HOW TO COMPLETE AN EXPRESS CHECKOUT 

To officially check out of your residential assignment for Spring 2020, complete the directions 
below. Rooms will be inspected once all residents have moved out, and damages will be charged 
to student accounts accordingly. View a list of damage charges and fees can be found on the 
Residence Life website. 

 STUDENT RESPONSIBILITIES 

 The student acknowledges that it is their responsibility to remove ALL personal 
belongings and trash from their space and discard trash as appropriate. The university is 
not responsible for any personal belongings left behind.  

 The assignment and any shared bathrooms or common spaces in the assignment must be 
left clean and in good condition, with all furnishings in their original places to avoid 
additional charges. 

 The student understands that their room and shared bathrooms or common spaces (if 
applicable) will be inspected for any change in condition and/or discrepancies from the 
original Room Condition Report.  The student may be charged if the inspection 
results in a need for cleaning and/or repairs to damages.  

 The student understands by choosing Express Check Out that they are waiving 
their right to appeal any damage/cleaning charges that are assessed on their student 
account.  

STEP 1: KNOW THE LIMITATIONS 

This Express Checkout Process will be conducted in a strategic and organized manner to allow 
for appropriate social distancing in our residential buildings and to limit the number of people 
on campus.  

 Neither you, nor anyone assisting you in the move, will be permitted to stay in any 
residential space overnight, unless approved by the Office of Residence Life. If you wish 
to request to stay overnight, please contact our office at reslife@mckendree.edu and 
provide information of why you need to stay overnight. Please also note that this process 
is not meant for students to visit or socialize with others as it would increase the 
likelihood of the spread of germs.  

 Each area will have a small number of check out slots each day.  If there are no more slots 
available on a given day, please select a different one.  If you need to change your date, 
you can go back to the same page to manage your booking. 

 Roommates should not moveout the same day.  If you see your roommate’s name, please 
make sure that you have selected a different day. 

 Attempt to not move out when your neighbors move out.  In order to maximize social 
distancing, it is necessary that we limit person-to-person contact as much as possible.  

Our office may request that you reschedule for a different day to allow for social distancing.  We 
appreciate your patience as we work through this process. 

mailto:reslife@mckendree.edu


STEP 2: SIGN UP FOR YOUR EXPRESS MOVEOUT DAY 

 Baker Hall 

 Barnett Hall 

 Walton Hall 

 The Suites 

 Residence Hall East 

 Residence Hall West 

 Hunter Street Apartments 

 McK West Apartments  

 Triplex 

If there are no more slots available on a given day, please select a different one.  If you need to 
change your date, you can go back to the same page to manage your booking. 

STEP 3: COMPLETE THE DAMAGE RESPONSIBILITY FORM 

This form gives students the opportunity to accept responsibility for damages they personally 
caused during their stay and to be charged accordingly. Damages that are found after a check out 
and are not indicated on the form will be assessed and any charges will be divided equally 
among all occupants of the assignment. 

 STEP 4: PREPARE YOUR ASSIGNMENT 

1. Remove all trash from your room and dispose of it in the proper receptacles outside. 

2. Do not leave trash in the hallways, stairwells, common areas, bathrooms, laundry rooms, 
etc.  Put all trash in the appropriate dumpsters. 

3. Remove ALL personal belongings from your room. 

4. Clean your assignment - including bathroom fixtures, tubs and toilets, kitchen 
appliances and cabinets, and wiping down desk and dressers. 

5. Unbunk your beds and return the furniture to the original arrangement. Leave the 
bunking pins on your desk, if applicable. 

6. Sweep and/or vacuum the room. Mop the floor(s), if necessary. The University will not 
provide cleaning supplies to students to avoid any cross contamination. 

7. Close and lock the windows.  

8. Pull closed any blinds in the space. 

9. Set the thermostat to 75 degrees and the fan to auto. 

10. Turn off all lights in the space. Lock the door. 

STEP 5: CHECK OUT AND KEY RETURN 

Baker, Barnett, & Walton Halls:  

1. Go to your mailbox and make sure you do not have any more mail in your mailbox. 

2. On one of the small envelopes in your mailbox write the following information: 

a. Your full name 

https://www.signupgenius.com/go/70A084CADA628A2FB6-baker
https://www.signupgenius.com/go/70A084CADA628A2FB6-barnett
https://www.signupgenius.com/go/70A084CADA628A2FB6-walton
https://www.signupgenius.com/go/70A084CADA628A2FB6-thesuites
https://www.signupgenius.com/go/70A084CADA628A2FB6-residence
https://www.signupgenius.com/go/70A084CADA628A2FB6-residence1
https://www.signupgenius.com/go/70A084CADA628A2FB6-hunter
https://www.signupgenius.com/go/70A084CADA628A2FB6-mckendree
https://www.signupgenius.com/go/70A084CADA628A2FB6-triplex
https://forms.office.com/Pages/ResponsePage.aspx?id=SGWXcfVYFE-XdTAKjsT7yZEvXptc12RLoL4uVNwcerJURUdJUU1HOFBQVlFPSkI3TDFEUFIxWFVOWS4u


b. Your McK student ID number 

c. Your housing assignment 

3. Place all your keys the envelope, seal it, and then put the envelope back in your mailbox. 

4. Please make sure to close your mailbox when finished. 

5. Missing keys will result in an additional $200 charge. 

Residence Hall East, Residence Hall West, and Hunter Street Apartments, 

1. Go to the mailboxes in the Residence Hall West vestibule and make sure you do not 
have any more mail in your mailbox. 

2. Obtain one of the small, brown key envelopes provided in your mailbox. 

3. Write the following information on your envelope: 

a. Your full name 

b. Your McK Student ID number 

c. Your housing assignment 

4. Place all your keys in the envelope, seal it, and then put your envelope in the wooden box 
on the table in the Residence Hall West vestibule. 

5. Missing keys will result in an additional $200 charge. 

The Suites 

1. Go to the mailboxes in the Residence Hall West vestibule and obtain one of the small, 
brown key envelopes in the top drawer of the desk. 

2. Write the following information on your envelope: 

a. Your full name 

b. Your McK Student ID number 

c. Your housing assignment 

3. Place all your keys in the envelope, seal it, and then put your envelope in the wooden box 
on the table. 

4. Missing keys will result in an additional $200 charge. 

McKendree West Apartments and Triplexes 

1. Go to the mailroom in the McKendree West clubhouse and make sure you do not have 
any more mail in your mailbox.  

2. Obtain one of the small, brown key envelopes provided in your mailbox. 
3. Write the following information on your envelope: 

a. Your full name 
b. Your McK Student ID number 
c. Your housing assignment 

4. Place all your keys in the envelope, seal it, and then put your envelope in the wooden box 
in the mailroom 

5. Missing keys will result in an additional $200 charge. 

  



The condition of your assignment will be reviewed by a staff member after you leave.  They will 
utilize the information you provided in your RCR at Check-In to see if there are any damages. 
The professional staff member will document and assess any potential damages and notify you 
via your McKendree email about any costs associated with found damages or additional 
cleaning. 

 


