


CHECK-OUT PROCEDURE FOR P-CHEM GRADUATE STUDENTS

Name  ___________________________   Faculty Supervisor ___________________________ 
Complete the following tasks before you depart the Chemistry Department. Upon completion of these tasks, return this form to the Laboratory Supervisor and make a copy for the Graduate Administrator
· Clean your lab area and desk
· Return all equipment, instruments, tools, keys, books, and reports
· On the back of this sheet list the items that you returned
· Obtain the following signatures to verify that you returned the items you have listed.

1. Equipment and instruments returned 
Signed _______________________ Date ______________ 
                         (Adviser)
2. Laboratory area clean 
Signed _______________________ Date ______________ 
                       (Adviser) 
3. Proxy card and keys returned 
Signed _______________________ Date ______________
                  (Mary Beth Conroy) 
4. Desks and office space clean and mailbox cleared out 
Signed _______________________ Date ______________
                      (Graduate Student) 
5. Books and reports returned, storage and labeling of test specimens, etc.
       Signed _______________________ Date ______________ 
                           (Graduate Student) 
6.  Lab notebook(s) turned in 
Signed _______________________ Date ______________ 
                          (Adviser) 
7. Electronic copies of lab notebooks and original research data turned in
 Signed _______________________ Date ______________
                         (Adviser) 
8. Final paperwork complete 
9. Signed _______________________ Date ______________ 
                    (Graduate Administrator) 
    Forwarding Address _____________________________________________________________ 
                                        __________________________________________________________________                      
                                      Phone _________________ E-mail _____________________________________
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