Oberlin College

Student Request for Telephone Change
for a New Room Assignment

This form should be completed down through the new room information section then emailed to the telephone office at telcorep@Oberlin.edu. Use the tab key to move through the twelve shaded areas to complete the upper part of this form.
Students should be told:

1.
It will take 2-3 workdays to complete the transition (48-72 hours)

2.
New phone and password information will be emailed to them at the email address given below.

3.
Once the transfer is completed all information in the old mailbox will be deleted and the student will no longer have access to the previous mailbox.

4.
Students should notify family and friends of their new phone number as soon as they receive it.

Residential Life and Dining Services should complete the twelve fields below:

Student Name
     
Student email address
     
Former Room Information:

Building/Dorm
     
Room Number
     
Phone number
     
Voice Mail Box number
     
New Room Information:

Building
     
Room Number
     
Student Sequence Number
 
Phone Number
     
Res. Life Contact Person
     
Contact Direct Phone Line
     
<<<<<<<<<<<<<<<>>>>>>>>>>>>>>>

Make no entries below, for Telephone Office Use Only

New Phone Information (To be assigned by Telephone Office)

Voice Mail Box Number
     
Password for Voice Mail Box
     
Password for Main Greeting (if Applicable)
     
Telephone Office email this completed form to the student involved at the address shown above and  back to ResLife at:
ehrai.adams@oberlin.edu
Rev.: 9/03


