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How do | request a room change?

1. Once you have officially been checked into your room, the online room change request form will be
available to you.

2. Log into PAWS

3. Click on the “Menu for New and Returning Students” tab.

4. Select “Online Housing Application/Contract”.

5. If a new page or tab does not appear, you will need to allow pop-ups for the site.

6. Click on “Room Change Request” at the top of the page.
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Room Change Request

If you are experienceing a roommate conflict, you might find it helpful to complete a Roommate/Suitemante Agrrement. The form
can be found here.

Current Room

Current Building
- Please Select - M

Current Room

Requested Room

Requested Building
- Please Select - v



7. Complete the “Current Room” and “Requested Room” sections of the form.
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Room Change Request

If you are experienceing a roommate conflict, you might find it helpful to complete a Roommate/Suitemante Agrrement. The form
can be found here.

Current Room

Current Building
- Please Select - [v]

Current Room

Requested Room

Requested Building
- Please Select - ﬂ

Requested Room Type
- Please Select - ﬂ

8. Read the two statements at the bottom of the form and check the boxes labeled “I agree” for both. The last
step is to click the “Submit” button.

I understand that if a room change is approved I must complete the check-out process and return any key/s for their original room by
the deadline given from the Community Director. If I do not complete the checkout process within 72 hours of the deadline given, the
room locks will be changed and I will be billed for the cost of the lock change.

(Parkhurst, Foundation, Bell, The Village - $50; Wells, Napier, Adams, Sanford - $130)

Or agree

I understand that it is my responsibility to ensure that I have completed the entire room change process including returning the
appropriate keys and swipe cards and filling out all necessary paperwork with the building staff.

I also understand that my move may result in additional costs. I agree to pay the additional charge, per the rate, and that payment is
due with five (5) business days of my move (i.e. triple to double to single, 4 bedrooms to 2 bedroom to 1 bedroom, the residence halls
to The Village Apartments).

O1 agree

Submit

9. Once your request is submitted a confirmation email will be sent to your Georgia College address.



