
STAFF HOUSING  
CHECKOUT FORM 

Name: Lodge/Room: Departure Date: 

Complete the checklist below and check each step.  After you are finished, sign, 
date, and submit the form to EPCRA@ymcarockies.org

☐ Remove all personal items from walls, windows, door, mirrors, dressers, cabinets, 
shelves, etc. 

☐ Remove any non-YMCA furniture that you will not be taking with you. 

☐ Return anything that does not belong in your room to where you found it (i.e. 
plates/cups/silverware from the dining hall, additional furniture that doesn’t belong). 

☐ Return all bed linens, blankets, pillows, towels, and cleaning rags to the Linen Exchange. 

☐ Return all EPC equipment you have borrowed. 

☐ Remove and take your donations to an official donation center.  Please do not leave your 
items in the room or the lobby. 

☐ Vacuum the bedroom floor thoroughly, including under the beds, behind dressers, and 
inside closets (you will need to move furniture to do this). Pick up any trash which the 
vacuum misses and discard. 

☐ Wipe down baseboards around the entire room and bathroom. 

☐ Dust off dresser and shelves above built-in drawers. Dust off closet shelf and window 
sills. 

☐ Vacuum out the insides of the drawers in the built-in and portable dressers. 

☐ Scrub the sink, the shower (if applicable), the inside & outside of the toilet, the seat, and 
the base of the toilet. 

☐ Mop the bathroom floor (if you have a bathroom) 



☐ Spray and wipe down all mirrors. 

☐ Plug in phones. 

☐ Empty trash can and replace bag. 

☐ Clean door handles frames and sanitize them with disinfectant. 

☐ Close and lock windows (unless roommates are still in the room). 

☐ Update your Paycom account with your mailing address; your final paycheck and W-2 
form will be sent to the address provided. 

☐ Stop by the Post Office to make sure you do not leave any mail. 

☐ On your way out, please drop your room keys in the drop box located outside the HR 
door. 

The day after your departure we will inspect your room and compare it to the 
Room Condition Form that you completed on your first day.  If new damage is 
noted, you could be subject to repair costs. 

If any of the above cleaning items are not completed, 
a $100 cleaning charge will be deducted from your final paycheck. 

Sign After Completion Date 
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