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CHECK-LIST DEPARTURE
	Timing
	Action
	Done by whom?

	
	
	PC
	MBS

	2 weeks before
	Give list of things to hand back:
· office & lab keys

· copy card

· camipro card

· railway pass

· give back books from EPFL,IMX library.
· chemical shop card

· workplace cleaning and office tidying up: documents, samples…
	
	X

	
	      Check  data back-up and notebook
	X
	

	Departure day
	Get a.m. things back
	
	X

	
	Cancel PC account (also with Anguish’s form)
	X
	


