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Even Swap Room Change Request Form
An even room swap is when residents want to trade spaces. 
What do I do if just want to see if there are any new rooms available? If you are looking to move into a new vacant room, please participate in the online Room Change Lottery. You can access the lottery on Friday at 9am during Room Change Lottery Weekend on your Self Service account via UAOnline. Please ask your RA/RD, the Central Office, or look for advertisements in you hall for exact dates. If you want to swap rooms, please fill out this form and submit it to the Central Office. If your request is approved, you will be notified the following Wednesday and be able to move the following weekend. 

Even room change request forms are due to the Central Office (1872 Yukon Drive) the Monday prior to physical room change weekend at 4 pm. Not all room changes can or will be approved. Failure to follow our room change process may result in additional charges.  Incomplete forms will not be processed. Once received Residence Life will communicate via email the result of your room change. Please provide your current email address. For questions or additional information, contact the Department of Residence Life at uaf-housing@alaska.edu or by calling 907.474.7247.  

Room Freeze - First Two Weeks after Halls Open in Fall/Spring Semester and December/May

Room Freeze is in effect during certain times to allow time to conduct a no-show report and a head count to finalize an accurate roster. No room changes will be approved during these times unless the situation merits an emergency move.  This is necessary for safety and security reasons to ensure we have an accurate location for each resident. 

Room Change Lottery Weekend - During September, October, November, January, February, March and April 
Please inquire in the Central office or see room change advertising for exact dates. 
Please read the information below, fill out and sign the Even Room Swap sections on the back of this form as acknowledgement and agreement:

· I understand that I am requesting a room change that may result in additional housing and dining charges.  By submitting this form, I am agreeing to those additional charges based on my new housing assignment. 

· I understand that I am responsible for following the Room Change process.  Failure to complete the move within 72 hours and/or not following the room change process may result in a charge of $150.00.  
For Staff Use Only:

Request:        
Date Judicial Check Complete: ______________ Email sent to Hall Staff: _______________ Email Sent to Student: _______________
· Approved

Room Change Date: ______________________ Entered into THD: ____________________ 
· Unapproved
Charge Amount: _________________________ Date Charge Applied to Account: ____________________

   


Polar Express Info: _______________________

Old Hall Access Deactivated: ________________________ New Hall Access Activated: _________________________

EVEN ROOM SWAP

Why you are requesting a room swap?

______________________________________________________________________________________________________________________ 

______________________________________________________________________________________________________________________ 

______________________________________________________________________________________________________________________ 

______________________________________________________________________________________________________________________ 

All residents’ involved are required to sign the form to ensure that the trade will be acceptable for all involved.  By completing the section below, you are agreeing to the Room Change process, penalties, and procedures.
1. __________________________________________________________________________________________________________________ 

First Name  


Last Name


UAF ID 

 
Current Hall  
   Room Number


__________________________________________________________________________________________________________________ 


Email  







Requested Hall  

                  Room Number


__________________________________________________________________________________________________________________ 


Signature   







Date
                  

2. __________________________________________________________________________________________________________________ 


First Name  


Last Name


UAF ID 

 
Current Hall  
   Room Number


__________________________________________________________________________________________________________________ 


Email  







Requested Hall  

                  Room Number


__________________________________________________________________________________________________________________ 


Signature   







Date
                  

3. __________________________________________________________________________________________________________________ 


First Name  


Last Name


UAF ID 

 
Current Hall  
   Room Number


__________________________________________________________________________________________________________________ 


Email  







Requested Hall  

                  Room Number


__________________________________________________________________________________________________________________ 


Signature   







Date
                  

4. __________________________________________________________________________________________________________________ 


First Name  


Last Name


UAF ID 

 
Current Hall  
   Room Number


__________________________________________________________________________________________________________________ 


Email  







Requested Hall  

                  Room Number


__________________________________________________________________________________________________________________ 


Signature   







Date
                  

