CHECK - OUT PROCEDURES

We hope you have enjoyed your stay in Shared Graduate Housing. The following checklist has been prepared to assist you in the check-out process.

                     Return all door, laundry, mail keys & parking permits. Keys should be given to the custodial supervisor at your check-out or, if you do not have a check-out appointment, returned directly to the Housing Reservations Office in Streit-Perham. (Do NOT return keys to your apartment coordinator’s box!) If the Housing Reservations Office is closed, remove one of the key envelopes from the envelope box attached to the Key Return Box outside the Housing Services entrance at Streit-Perham. Seal your keys and parking permits in the completed envelope and drop the envelope in the box. You are responsible for rent until the keys are received by the Custodial Supervisor or Housing Reservations.


Submit your forwarding address to Housing Services. You may write it on your key envelope or give it to the custodial supervisor during your check-out. This address is used in case your address has not been updated on the WSU address system and your security deposit is returned undeliverable.


 Change your address on the university address system. This can be done by accessing your address on my.wsu.edu. If you need assistance changing your address, please contact Payroll Services, French Administration Bldg. Room 236, 509-335-9575.  

 Complete a change of address card at the US Post Office (downtown or Dissmores) or online at www.usps.com.

Thoroughly clean your share of the apartment.  


 Utilities – You will need to contact the utility companies where the bill is in your name.  This could include Avista and/or Frontier. Be sure and let the provider know that your roommate will be staying and transfer service into their name.

________  All cable modems, splitters and connecting cables are the property of WSU. All equipment and material are to remain in the apartment that it has been assigned. Do not move or transfer your cable to another location or you will be charged. 

Your entire monthly rent amount will be charged for your final month. Rent for partial months will be adjusted during the checkout process. If you have recently paid using a credit card, your refund (security deposit less any cleaning or damage charges and unpaid rent) will be refunded directly to that credit card.  If you have paid by cash or a check, your refund will be processed through student accounts. If you have a balance due on your student account, the deposit will be credited first towards the balance due and then refunded. Deposits refunded will be mailed to the mailing address currently listed for you on the university address system.

