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REQUEST TO TRANSFER OR EXCHANGE ACCOMMODATION 
 

Please tick: 
 
Tenancy Transfer: 
Applying to leave your University accommodation and transfer to a student from the private sector.  
Please complete section 1 and the other student should complete section 2. One payment of £20 should be 
made  to complete a Tenancy Transfer application.  This is usually by the student currently in accommodation 
but this negotiable between both students. 
 
Room Exchange:  
Applying to swap with another student currently living in campus accommodation. 
Please complete section 1 and the other student should complete section 2. One payment of £20 per student 
is required to complete a Room Exchange application 
 
Transferring to an empty room 
Please complete section 2 only. One payment of £55 is payable to complete a Tenancy Transfer to an empty 
room (when they are available)  
  

Section 1: 
 
UNIVERSITY ADDRESS: _______________________________________________ 
 
FAMILY NAME: ___________________________________     GENDER:____________ 
 
FIRST NAMES: _____________________________________________________ 
 
EMAIL ADDRESS:  ____________________  TEL NO:    _______________________ 
 
PRID NO:  ____________________DATE OF PROPOSED TRANSFER: ___________ 
 
 
I understand that I am fully responsible for the rent of this room until the date on which the new 
occupant takes over the tenancy of the room. This date will be the one agreed on the Transfer of 
Tenancy application form.  
 
I undertake to hand the room keys to the new occupant at the Information Desk in  the Silberrad 
Student Centre on or before the date agreed on the form. 
 
  Student name……………………………………………. 
 
  Student signature………………………………………... 
 
  Date……………………………………………………... 
 
  Contact/Forwarding address 
 
  …………………………………………………………. 
 
  ………………………………………………………… 
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Section 2: 
 
FAMILY NAME: ____________________________________  GENDER:_____________ 
 
FIRST NAMES: _____________________________________________________ 
 
PRID NO:  _______________________ 
 
CURRENT ADDRESS: _______________________________________________ 
 
    _______________________________________________  
 
TEL NO: ___________________    EMAIL ADDRESS:__________________________ 
 
 
 
 
 
I understand that I must collect the keys for this room from the current occupant*  or at the 
Information Desk in the Silberrad Student Centre  on the date agreed and sign to accept the tenancy. 
 
I also understand that I will then receive an invoice for the rent due from the date I take over the 
tenancy until the end of the tenancy period. I agree to pay for this whole period accordingly. 
 
I am aware that student residences are non-smoking. 
 
If I have a contract in the private sector, I need to ensure that I will be released from this contract by 
my landlord.  
 
Please note: If you are not released from your private sector accommodation contract, you will 
be liable for the rent on both rooms and Accommodation Essex will not be able to release you 
from your contract with the University. 
 
 
 
  Student name…………………………………………. 
 
  Student signature……………………………………... 
 
  Date…………………………………………………… 
 
*Not applicable for transfer to empty rooms  


