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ROOM CHANGE REQUEST FORM


Please complete this form and submit it to the Director of Community & Residence Life, located in the Student Life Office. The Resident Director of your requested building will e-mail you within five school days of receiving this completed request form to inform you of our decision. If approved the email will contain specific steps to transition out of the hall. You MUST move out of the room by the deadline provided or the room change will be canceled.

Before submitting this request, please complete the following steps.

1. If you are requesting a room change because of difficulties with a roommate; please contact your RA to schedule a roommate mediation with you and your roommate(s). In any situation, you will need to contact your RA regarding your request before contacting the RD of your area.
	NAME
	
	
	
	USF ID #
	

	
	
	
	
	
	
	

	CURRENT RES HALL
	
	
	
	ROOM #
	

	
	
	
	
	
	
	

	USF EMAIL ADDRESS
	
	
	@usiouxfalls.edu
	PHONE
	

	
	
	
	
	
	
	

	Check the ONE option which best represents your request:
	
	
	

	
	REQUESTED RESIDENCE HALL
	
	
	ROOM #
	

	
	
	
	
	
	
	

	
	I WOULD LIKE TO LIVE IN THE FOLLOWING HALL REGARDLESS OF ROOM/MATE:
	

	
	
	
	
	
	
	


Notes to consider about the room change process:
· Once you have submitted your application, the RD of your current area will contact you via email to inform you of your request status.
· If your request is approved, you will need to contact your RA to schedule a check-out to complete your RCF. Once you are ready to move rooms, you will need to hand in your key to your RA or RD to avoid charges. Your RD will reach out to schedule a time to retrieve your key.
· If you change your room type (Single>Double, Double>Single), please note that your charges will be adjusted accordingly.

NOTE: This form is only accepted after the first two weeks of the semester and the two weeks prior to the end of the fall semester, unless otherwise granted permission by the Director of Community & Residence Life. By signing below, you agree to abide by all conditions specified on this form, in the residence hall agreement, and within any verbal and/or written instructions from the Student Development Office. Failure to adhere to these conditions could result in the denial and/or retraction of your request.

	SIGNATURE
	
	DATE
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APPROVED
DENIED
RATIONALE:

12/3/20

