[image: image1.emf]


Human Resource Services










Mount Vernon NWREC

EXIT CHECKLIST FOR DEPARTING GRADUATE STUDENTS / POST-DOCS

Graduate Student/Post-doc Responsibilities:
​​​_____
Advisor, advisory committee, and Center notified of exit seminar and final exam date/time

_____
All Graduate School and department procedures/deadlines re: completion of degree, double-checked
_____
Information Technology access to computer and proximity card removed
_____
Copy of thesis provided to Front Office (Robin Miller) 
_____ 
Exit seminar with Director arranged
_____
Final housing arrangements/payment completed with Front Office (Robin Miller), as necessary

_____
Forwarding contact information provided to Front Office (Robin Miller) 


_____
Future plans—write-up provided to Front Office (Robin Miller) for website

_____
Plans for ‘walking’ in Pullman, and date/time availability for Center celebration provided to Faculty Advisor and Graduate Student Coordinator

_____
Proximity pass and/or keys returned to Facilities Manager (Dan Gorton); locker key returned to Facilities Maintenance Mechanic (Juan Alonso) 

_____
Research documents (including lab notes, research data, manuscripts, photos, reprints) organized 

neatly and turned over to Faculty Advisor 

_____
Research program supplies (camera, laptop, laboratory materials and supplies, etc.) returned in good condition to Faculty Advisor
_____
Space (desk/office; field, greenhouse, lab) clean-out verified by Graduate Student Liaison or Faculty Advisor within five (5) days of final grade submission/semester end date
_____
All food and personal items removed from break-room cupboards and fridge
_____
MyWSU forwarding address/contact information updated by Graduate Student/Post-doc
Student to sign, date and return to advisor, who forwards to Robin Miller in front office upon completion.
Graduate Student/Post-Doc Signature: ___________________________________ Date: _____/_____/_____




Exiting Student/Post-Doc Name:  ________________________________________________�����__





Position:  _____ Post-Doc        _____ Ph.D. Student         _____ M.S. Student





Faculty Advisor/Program Name:   ____________________________ /_____________________





Effective End Date: ____/____/____	         Semester End Date (if different):  ____/____/____





Reason for Exiting: Graduating / Other (please explain): ________________________________________________________________________________________________________________________________________________________________________





_____	Front Office (Robin Miller) and Graduate Student Coordinator and Liaison are e-mailed and notified by advisor of ending exit on this date: ____/____/____.
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