How to Complete a Room Condition Report

All study abroad students are required to complete a Room Condition Report and do a
walk through with their faculty leader. The faculty leader(s) will do a walk through with the
necessary personnel (i.e. property manager, overseas pariner, etc.) both upon arrival and before
departing to note any damages and review the Room Condition Report. As a participant on the
program you are expected to keep you room clean and orderly and io take care of the facilities. It
is in your best interest to list anything that is damaged, scratched, dirty, broken, missing, etc. on
this form. It will be used to assign responsibility if FAU receives a bill secking payment for
damages. Those costs will be passed onto the student, suite, or group when necessary. The
faculty leader will hold on to the Room Condition Report and review it with you at the end of the
program, they will make a note on the report if there is any damage.

Step 1

Complete, sign, and date the Room Condition Report. Be sure that all rooms and common areas
are evaluated.

Step 2

Go over the report with your faculty leader and make any adjustments or changes at this time.
' Step 3

Give your faculty leader the Room Condition Report for safe keeping.

Step 4

Prior te departure do a walk through with your faculty leader and review your Room Condltion
Report. Any damages will be noted at this time.

Step 5

At the completion of the walk through both you and the faculty leader will sign and date the
form,

Step 6

Give your faculty leader the Room Condition Report for safe keeping, That report will be
returned to the Office of International Programs and keep with the program file. If any damages
are billed to the universify the Room Condition Report will be checked for disclosure and
damages will be billed to the student whenever necessary or needed.
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