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Graduate Student Final Lab Close Out Checklist

This checklist provides a guideline to help graduate student who are graduating or leaving to

ensure a smooth, safe, and compliant transition, benefiting both the student and the

institution. Please do modify based on the nature of the research lab.

Student Name:

Principal Investigator(s):

Email Address AFTER closing out:

University Data (Lab Notebooks) and Materials

Tasks

Yes

No

NA

a remaining interest

Identify and transfer to your major professor or next responsible party all
laboratory notebooks, data, and other materials in which the university has

Name of next responsible party:

Identify and transfer any university owned data on your personal
computers and save and return it to your major professor

Identify any other confidential information in the lab, such as

such records are maintained or disposed of properly

employment files and records of student activities and ensure that any

Return any university owned computers and other electronics

Other:

Access Control

Tasks

Yes

No

NA

Return all keys to major professor

Make sure that if you have set passwords on lab computers that those
passwords are known to the lab

Who/Where:

Withdraw access to proprietary software and internal websites

Withdraw/remove from internal email lists

Withdraw access to subscriptions to outside services/organizations
paid for by the university

Other:
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Procedural, Software, and Equipment standard operating procedures (SOPs)

Tasks

Yes

No

NA

I have written all of the procedural SOPs for my lab to use when I am gone.
These are SOPs for procedures that I have developed

Location of the SOP:

I have well-written documentation for all of the software or program that I
have developed for my lab to use when I am gone. These are SOPs for the
software or program that I know how to use

Location of the SOP:

I have written all of the equipment SOPs for my lab to use when I am gone.
These are SOPs for the equipment that I know how to use

Location of the SOP:

Other:

Safety Review

Tasks

Yes

No

NA

I have gone through a safety review of the lab space with my major
professor or next responsible party

Name of next responsible party:

I have gone through the inventory of any safety issues in the lab with my
major professor or next responsible party

Name of next responsible party:

I have gone through a safety review of the associated
chemicals/biochemicals with my major professor or next responsible party

Name of next responsible party:

This might include:

Review of MSDS sheets for chemicals

Labeling of all bottles

Labeling of chemical storage

Labeling of samples

Labeling of materials in refrigerators

Return of all empty gas cylinders

Review of stored chemicals

Pickup of chemical waste

Other:

Other:
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