
July 17, 2009
NOTE TO:
SPIRE-EIT Participants

FROM:

Mary Beth Golemo, Apartment Community Director

RE:

How to Check Out of Frederiksen Court 

We want to thank you for residing with us.  We hope you have enjoyed Iowa State and living at Frederiksen Court. This memo is about cleaning and checking out of your apartment by 7:00 p.m. on Sunday, August 2.
Cleaning Needed

· Included with this document is a cleaning checklist.  Residents are held responsible for their bedrooms and share equally with roommates in the responsibility for the common spaces (living room, bathroom, kitchen) in the apartment.  We have also enclosed a list of the charges assessed when a resident chooses not to clean.

· Please remove all trash and personal items from the apartment before you leave.

· If you have questions about cleaning, call the office during the day (515-294-2107) or the CA on Call (515-290-1652) in the evening or on weekends.

Leaving the Apartment

· When you are ready to leave, check one last time for any personal items.

· Close and lock all windows.

· Set the air conditioning to 72 degrees.

· Close and lock your bedroom door.

· If you are the last one to leave, make sure the apartment door is closed and locked.

Easy Check Out

· Follow the instructions on the front of the Check Out envelope.  Be sure to fully complete the yellow check out form.

· Lost or unreturned keys and keycards will be assessed at the rate of $78 for each apartment key, $18 for each bedroom key, $18 for each keycard, and $5 for each red keyholder.
· As shared, if you have any questions, please let us know.

Thank you again for living with us.

cc:
Martha Royer, Conference Coordinator


Vance Watts, Conference Manager 

mbg/

Enclosures: 
Cleaning Check List

Cleaning Charges

Frederiksen Court CLEANING CHECK LIST
for Long Term Academic Program (LTAP) Summer Groups

Living room/Hallway
· Dust surfaces (lampshades, tables, window ledges, etc.)

· Remove any new spots or stains from the furniture.

· Clean new marks off walls.  Do not fill nail holes, spackle or paint the wall.

· For groups here over 4 weeks, vacuum carpet including under couch, chair and other furniture.  Our office does not have vacuum cleaners.  If you cannot borrow one from someone in your program, please do the best you can in cleaning the carpeted floor.
· Clean closet.

Kitchen/Laundry Area
· Clean outside and inside of drawers and cupboards.

· Clean all counter surfaces (including the island).

· Clean sink and faucet.

· For groups here over 4 weeks, wash all surfaces inside and outside of the refrigerator including inside and under drawers.

· Clean the inside and outside of the microwave.

· Clean the inside and outside of the dishwasher.

· Clean the inside and outside of the oven.

· Clean the drawer underneath the oven.

· Wipe off the stovetop and drip pans beneath burners.

· Clean marks off walls.

· Sweep and wash/mop the floor.

· Clean inside and outside of the washer and dryer, including the lint trap in the dryer.

Bathroom

· Clean sinks and faucets.

· Clean the mirror.

· Clean countertop.

· Clean and wipe out all drawers and cabinets.

· Clean shower area.

· For groups here over 4 weeks, clean shower curtain with shower cleaner/soap scrum remover or carefully launder it, or you can purchase and hang your own replacement.  It must be white or beige.  Correct size is 40 x 72.  There are replacement curtains for $5 in the Frederiksen Court office.

· Clean and disinfect toilet, inside and out.

· Clean shelf in toilet room and towel bars in shower room.

· Clean dirt and marks off walls.

· Sweep and wash/mop the floor in the entire bathroom area.

Bedrooms

· Dust off all surfaces (desk, file caddy, shelves, top of wardrobe, dresser, etc.).

· Wipe out all drawers and inside surfaces (dresser, bed, desk, file caddy and wardrobe).

· Dust window ledges.

· Clean new marks off walls.  Do not fill nail holes, spackle or paint the wall.

· For groups here over 4 weeks, vacuum carpet including behind the bed.  Leave bed pulled out from the wall so this can be inspected.
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