SPRINGFIELD COLLEGE

Room Switch Checklist
**Please note room changes are only allowed during the 3rd and 4th week of each  semester.**
Please follow these instructions for your room change!

1. Print out the Room Switch Form (page 2) and talk to your RD about moving.  In order to move, you will need to get approval from your current RD and current RA as well as the RD in your new building.  

2. Bring the Room Switch Form with all appropriate signatures to the Residence Life Office, where you will be issued a key for your new room.   

3. Move all of your belongings from your old room to your new room.

4. You must officially check out of your old room AND into your new room.  Failure to officially check out of your old room AND officially check into your new room WILL result in appropriate fines.  
Official Check-Out Includes:
1. Old Room Inspection Form complete with RD or RA signature

2. Key(s) returned to RD

Official Check-In Includes:

1. New Room Inspection Form filled out and signed by RD or RA.
5.  You will receive an email confirmation that you have successfully completed your room change!

Please make every effort to complete your room change within 5 days.  (Note: There is a $35 charge for each key not returned and additional charges might apply if there is an Illegal Check-Out). 
SPRINGFIELD COLLEGE
Room Switch Form

Name:_____________________________________



ID#:__________________________________
Current Building: __________________________



Current Room: ________________________
Building Moving To: _______________________



Room Moving To: _____________________
Reason for Moving:

______________________________________



_______________
Current Building RD Signature





Date:

______________________________________



_______________




Current Building RA Signature





Date:

______________________________________



_______________
New Building RD Signature





Date:

After the above portion of this form is filled out, you are ready to move.  Bring this form to the Residence Life Office where you will be issued a key for your new room so that you may begin moving in.  After you have moved in to your new room, you must officially check out of your old room and into your new room.  Failure to officially check out of your old room AND officially check into your new room WILL result in appropriate fines.  

Official Check-Out Includes:
1. Old Room Inspection Form complete with RD or RA signature
2. Key(s) returned to RD

Official Check-In Includes:

1. New Room Inspection Form filled out and signed by RD or RA.
Signing below indicates your understanding of the possible charges due to improper check-in or check-out.   A $35 Room Switch Fee which will assessed to your student account
______________________________________



______________

Student Signature






Date

-----------------------------------------------------------------------------------------------------------------------------------------------------
For Office Use Only:

Initial



Task
_______


1.  Update Paper Roster (Cindy Only)

_______


2.  Update AS400 (Cindy Only)

_______


3.  Key(s) and RIF returned and filed (RD)
_______
4.  Email confirmation of room change completion to Both RD’s, both RA’s and Student (G.A.)
_______


3.  Email card room to deactivate student ID  (G.A.)
