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· Room changes are permitted only after receiving written approval from the Assistant Director of Residence Life or the Assistant Dean for Residential Life.  Students who change without approval will be subject to a $50 improper check-out fine, loss of the right to appeal damages, or further judicial action.
· Approved room changes are only permitted during the established room change period, unless deemed to be urgent as determined by the Assistant Director of Residence Life or the Assistant Dean for Residential Life.
· Students must complete the room change within seven (7) days of receiving approval, including completing a check-out inspection of the room being vacated and a check-in inspection of the newly assigned room.  Students will be charged for failure to complete the required check-out/check-in paperwork by the date noted at the bottom of the form.
1. NAME OF STUDENT REQUESTING CHANGE:

2. STUDENT NUMBER:



      3.  DATE OF REQUEST:

4.  TERM CHANGE REQUESTED FOR (e.g. Fall 2003): 

                                                                     




Office of Residence Life





St. Mary’s City, Maryland  20686





ROOM CHANGE REQUEST FORM





5.  CURRENT ASSIGNMENT:





Hall (circle one):     CD    CH    DD    LQ    PG    QA    WC   





Suite/Room:			     





Townhouse Name/#:		     Phone:





Current roommate(s) signature(s)


         Print Name		Signature





1.





2.





3.














6.  NEW ASSIGNMENT:





Hall (circle one):     CD    CH    DD    LQ    PG    QA    WC   





Suite/Room:			      





Townhouse Name/#:		      Phone:





New roommate(s) signature(s)


         Print Name		Signature





1.





2.





3.














7.  REASON FOR ROOM CHANGE REQUEST: 





Residence Codes: CD=Caroline, CH=Calvert, DD=Dorchester, LQ=Lewis Quad, PG=Prince George, QA=Queen Anne, 


TA=Harrington, TB=Boone, TC=Homer Dodge, TD=Maggie Dodge, TE=Morsell, TF=Trueschler, TG=Southern Crescent, TH=Northern Crescent, WC=Waring Commons





OFFICE USE ONLY





Approved:					  Date:			       Date changed on CARS: 


                 Area Coordinator/Assistant Director





Room change to be completed by: 





Denied:						  Date:


	Area Coordinator/Associate Director





Reason:

















Notification:


A.Dir:		______________


A.Dean:		______________


Admin Asst.:	______________


RHC/RA:	______________


PS:		______________


One Card:	______________


Bus. Office:	______________


Maint.: 		______________





Please note, the Townhouses and Waring Commons apartments (WC01-WC24) are ONLY available to students who will be of Junior or Senor class standing at the time the room change will take effect.








