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TO:  CIF SOUTHERN SECTION PRINCIPALS AND ATHLETIC DIRECTORS  
FROM:  ROB WIGOD, COMMISSIONER OF ATHLETICS
SUBJECT: VALID CHANGE OF RESIDENCE DOCUMENTATION CHECKLIST
                     AND TRANSFER FLOW CHART
DATE:  NOVEMBER 5, 2018
In our continuing effort to help our member schools, I am proud to announce two new tools that can be utilized to assist you in the transfer eligibility process.

1) Valid Change of Residence Documentation Checklist – We have developed the attached Valid Change of Residence Documentation Checklist that will require parents to submit specific documents to their new school for a valid residence change to be certified. For example: real estate documents verifying a change of residence with a minimum of 12 months on any new lease, bank/credit card statements, driver’s license with the new address, proof of utilities at the new address and termination of utilities at the former address, etc. Now, we will have a uniform standard for all valid residence changes. As the receiving school, you have three easy steps to follow…
A) Hand the Valid Change of Residence Documentation Checklist to the parents and instruct them to come back to you with all documentation that is required for the valid residence change to be certified.

B) Collect the documents, put your initials next to each one of the required categories on the form, have the parent sign it, and then you sign it. Be sure to save all documents submitted to you at your school site. These may be requested at any time by the CIF Southern Section Office.  

C) Upload the Valid Change of Residence Documentation Checklist into the CIFSSHome system as one file with the CIF 510 Parent/Student Certification Form.
Beginning, January 1, 2019, unless every item on the Valid Change of Residence Checklist is provided to the new school, the valid residence change cannot be certified by the new school. If parents cannot provide each required document, the student’s transfer application should be filed as an SOP. If the student has already used their SOP, then the student’s transfer application should be filed as Limited Eligibility. 

2) Transfer Flow Chart – This attached document illustrates how the transfer application process is accomplished from start to finish. It is a resource that you can refer to at any time for information on each transfer scenario. 
If you have any questions, or we can help you in any way at all, do not hesitate to contact our office.
Thank you very much for your support and good luck always.    

