Freshman Student Housing Process Timeline

| January February March April lay June July. August September October_ November December
55 Staffexecutes genjob to create future Spring housing assignments based upon
current Fall assignments
» May be executed for entire undergraduate population or on a per-residence-hall basis
Continuing Students: Fall » Crowded room assignments are rolled, but default to the standard rate & must be
oaoor| wes wiTsis  |Assignments Rolled to Spring manually adjusted to the crowded rat
{Genjob: SLRROLL) » Applis to both freshmen & upperclassmen who are continuing enrollment for the
pring term
» Cancellation: Students not wanting to remain in rsidence for Spring have unti
December 1t to cancel asignment
« Performed manuall, one-at-a-time by Housing staf subsequent to the Roll
vono| wws | s |PesembertioninaBiing
» Funds d rmment/social programs & dues o inter-dormitory counc
charged monthly for Grads
Process Undergraduate House Tax semester-based charge for Udnergrads
uoaoos|  wes wTsis {Genjob: SLPRATAX) handled according to room assignment type
» &5 0f 2012, MOVING TO A ONCE-PER-YEAR SETUP PROCESS in Marck
« Annual Setup Process Includes House Tax rate setup
, SFS bill individuals after HFS performs this tax assessment to generate the charge
[Summer Housing System of Recard isthe Summer Housing FileMaker Database
UGA-004| Housing | FieMaker + MITSIS | Process Summer Housing » Maintained by Central Housing Offce
Assignments made in conjunction with HFS and House Manager
» HES waits untilthey have the OK from Central Housing, but not past te SFS billing
ldeadline
. |» House managers have a deadiine depending on the SFS schedule (usually a couple of
ueacos|  Hrs mITsis Undergraduate Billing Assessmentfor 3, .y crore) to nput all of the Undergraduate studentsin MITSIS for the summer
Summer Semester
[Sumer Billing Performed Manually by SFS
 Because there are usually so many changes that it is easier for them to input cach
anges to accounts
Allocation Lottery) Fils known vacancies in MIT Housing each semester
ottery entrants slicted to submit application via Housing Websit
« Must apply to be considered (this includes those already on the Waitlst)
» Housing Applicants processed in two Groups with difering methodologies:
on call & Spri « [Group A] Previous Waitlist candidates, irst-Come-First Served Priority
UGA-006| Housing |  Excel +wep  [Allocation Lottery: Fall & Spring « (Group B] Allother Lottery Applicants, Random-order Priority
(December/April) » Vacancies may also be generated from known Move, Transfer Requests once
rooms are Allocated
Entrance into the Allocation Lottery is  binding commitment
«Students must accept the results & assume residency
« However, no llocations are ever made outside of an entrant’s three preferences
U6a.007| Housing |  Excel+pop | Internal Fall Residence Allocation for |Coordinaed processtolocate appropriste flor & roonfr ch resident
Upperclassmen Rooming Chairs within the building establish optimal assignments floor-
[Early Returns (ER)is FileMaker Database |
» System of record for students participating in Orientation;/Pre-Orientation Progras
et
on00s| Housin ciovaker | process Harly Ret » Applications subitted in July via Housing Websites
9 rasess Farly Returny Fallassignmentis pulledin from Confirmations DB
> Mectings with Housing in May n expected participation and availabilty
 Decisions i June about actual Housing availability
» Ifstudents show up without a predetermined Early Return, they will be billed a lat rate
Monthly One-Time Fees Assessment _|* EXC61 Spreadsheet Template use by House Managers to Submi st of charges to HES
ueaoos|  HFs Housing Y cel Template generates flt file for use with TSRINOTF genjob
{Genjob: TSRINOTF} » Genjob TSRINOTF Executed Monthly ahead of SFS Billing Deadline
[Confirmations Database]
Ad Hoc reporting for on-campus residential assignments
« BUILDING-ONLY - Does not track rooms
Used by central offce staff and shared with RLSLP (GRTs, Housemasters)
 untilstudents are actually on campus/term has tarted, they can'tbe looked up in
ldirectory
uca-ot0| Housing FileMaker | Confirmations Database + Ao shows whether resident has signed UG housing confirmation form
» Changes made concurrently with MITSIS database char
(Central Offce uses this dataabse to help generate residency lstfor house managers at
lend of year/beginning of summer, in prep for ollowing year
»Student Room Assignment Chairs in each building use residency lsts from this DB to
begin fallallocation
Vacancy Database
Manually-enteredlist o all known vacancies across residence halls
» Counts total vacancies only, ot specific rooms.
» House Manager updates central offce periodiclly (each term)
U011 | Housing FileMaker | Vacancy Reporting Centralfinds out about vacancies only when someone cancels their housing/move
+ Reporting done via a special web form (on main Housing ste
- Information goes through Confirmations DB
[Waiting List Database]
tacks students awating a possible MIT Housing assignment
Students who have not previously received an MIT Housing allocation may submit
liousing Request Form
= Also used for: transfers,exchange, cary return,back form withdrawal, ctc.
« Participation in Waidlist s non-binding, & Housing Offers may be rejected by student
Mailing st for housing requestsresidence@mitedu>
« Contactlist for offic
usa-o12| Housing FileMaker | Waiting List Tracking e ot o ths s
» Manual Entry into WaitList DB based on these emails
| FM funetionaliy used for sorting & priority
+ Once opening becomes available, Housing staff MANUALLY TYPE EMALL, record a
Lo note thatan offer has been made
Waitin sbership can last multple terms
Campus Housing assists students seeking off-campus housing throughout the
[6a.0r3| MITOCH Off-Campus Housing
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