Bacone College Student Housing Office
Room Change Request Form

Name Student ID# Current Room
Gender Class Year Campus Phone BC Email

| authorize the BC Housing Office to change my room assignment as requested on this form. |
will accept the new assignment and any possible change in room charge. | have read and
will comply with all of the procedures on this form. (Please read information on other side).

Signature: Date:

Complete only the sections for those room change options that you will accept. Rank order for each
section completed. Once aroom change option has been honored, no further processing will occur. See
specific instruction on the back of this form.

i Private Room To be completed if interested in a private (single) room
° I will accept the first available single anywhere on campus, including the
Bacone Inn.
° I will accept the first single anywhere on campus, excluding the Bacone
Inn.
[ Pull-in To be completed if interested in moving into another resident’s room. This
section must be completed by the other resident.
° I will accept the first available single anywhere on campus, including the
Bacone Inn.
0 | will accept the first single anywhere on campus, excluding the Bacone
Inn.
Questions2 Contact Housing Office Date Received
781-7215 or Housing@bacone.edu Initials of Receiver
i Moving Within

To be completed if interested in moving within your current

or to Another Buildin
g building. Rank your preferences (1,2,etc) beside each choice.
Note specific floors or room requests in Comments section below.
McCoy Hall Posey Hall Bacone Inn
Residence Hall A Residence Hall B Residence Hall C
f Coach/Coordinator To be completed by the Coach, with supporting statement for reason in the
Move Request Comment section below. Indicate to which hall it is requested the student
be moved.
McCoy Hall Posey Hall Bacone Inn
Residence Hall A Residence Hall B Residence Hall C

Coach’s Signature

Coammanic:


mailto:Housing@bacone.edu

Guidelines

1. The Housing Office seeks to provide housing for as many students as possible and to maintain a
residence hall environment which is conducive to student development. To effect these goals, the
Housing Office reserves the right to assign persons to all vacant spaces, to make room changes,
and to approve/refuse room changes. Consistent with Bacone College policy, no room
assignment will be made or changed on the basis of race, creed, color, or national origin.

2. All parties o the room change must indicate their agreement to the request for the room change
by signing this form, except in the case where the Housing Office is assigning a student to a
vacancy. If astudent has difficulty in making a change, the Housing Office may make an
administrative reassignment to another space.

3. Aroom change will only be considered when this form is completed and returned to the Housing
Office, and the student changing rooms will be nofified by the Housing Director or Housing
Manager indicating approval.

4. Moving students will receive their new keys at the time of approval, and will have possession of
keys to the new room to complete their room change. Old keys must be returned before the new
key is issued. The Housing Manager will facilitate the move from the old room fo the new room
assignment.

5. The actual moving involved in the room change must be completed within 48 hours after the
Housing Director has approved the change. If not completed within 48 hours, the change
approval may be rescinded or improper checkout charges ($100) applied.

6. The room change is complete when the Room Check Out Form for the room from which you are
moving is completed by the Resident Assistant or Housing Manager, and returned by the moving
student to the Housing Office.

7. Any student making a room change without approval from the Housing Office may be subject to
disciplinary action and/or may be reassigned to his original assignment.

Specific Instructions for the Room Change Request Form
Single Room
Complete this section only if you are interested in moving info a single room. Your request will be
processed in priority number order according to the box selected. If arequest in this section can be
honored, no further sections will be considered. If the Housing Office is unable to fulfill your request for a
single room, your name will be placed on the singles waiting list. In the event a single room becomes
available, the Housing Director will contact you.

Pull-in

If you are interested in moving from your current room assignment fo a vacancy in another resident’ s
room, YOU should be initiating this form. The resident who is pulling you in should sign and complete the
‘“Puuilnl” sectionea%.the “Pull

Moving Within or to Another Building

Complete this section only if you are interested in moving within your current building or fo another
building on campus. Make sure to rank in order of your preferences. Please do not write any specific
floors or room requests within the “Comments” secti

Coach Requested Move
This section is fo be completed by the Coach who is requesting the move of a student athlete and must




