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Legal Last Name     Legal First Name (required)    Nickname 

  

House_________________________Room/Apt. #________ /________Check-Out Date__________________ 

 
INSTRUCTIONS TO HOUSE MANAGERS 

 

Check-out slips are due at the Central Office no later than one 

week after the end of the semester. If we do not receive a 

check-out slip by that time, we will assume that the member 

does not owe the house any money and the member’s deposit 

will be refunded if requested. 

 

You should submit a check-out slip to C.O. for all members 

owing money to your house. If a member checks out or cancels 

their contract before the semester ends, check-out slips are due 

within ten days of his/her departure. Do not submit check-out 

slips for members who don’t owe the house/apartment for fees. 

 

All check-out slip requests are automatically assessed a $3.00 

C.O. processing fee. Please ensure the “Balance Due” 

amount includes all charges itemized in the column. 

 

INSTRUCTIONS TO MEMBERS 

 
All requests for deposit refunds must be emailed to 

housing@bsc.coop. Deposit refund requests are generally 

processed within one month from the end of the semester. 

 

I acknowledge that the above represents an accurate 

accounting of the charges I owe to the house and have received 

notice of this check-out slip. 

 

 

Member’s Signature    Date 

 

PLEASE WRITE FORWARDING ADDRESS 

 

 

Print Name 

 

 

Street Address 

 

 

City    State   Zip 

 

 

 

 

DESCRIPTION CHARGES 

 

Meals/Guest Charges ____________ 

 

Bathroom shift ____________ 

 

Humor/Weekend shift ____________ 

 

H.I.fine ____________ 

 

Workshift Fines: 

 

_____hrs@$_$13.00/hr = ____________ 

 

Lost Keys ____________ 

 

Room Clean-up ____________ 

 

Uncooperative fine ____________ 

 

Other Fines (specify) ____________ 

 

C.O. Processing Fee ___$_3.00____ 

 

 

 

BALANCE DUE $___________ 

 

 

 

The BSC reserves the right to refuse questionable or 

improperly completed check-out slips. If the 

member has not signed the check-out slip, please 

explain below: 

 

__Did not check-out 

__Disputes Balance 

__Other___________________________________

__________________________________________

__________________________________________ 

I certify the above to be a true and correct 

accounting of the balance due to the house at the 

time of check-out. 

 

 

Manager’s Signature Date 

BSC Check-Out Slip 
 

 

mailto:_____hrs@$_______/hr
mailto:_____hrs@$_______/hr
$_____________

