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[bookmark: _Hlk181965414]Research Laboratory Close-out Checklist
Laboratories within the University of North Dakota must be left in a state suitable for new occupants or for renovation activities. The vacating Principal Investigator (PI) and Department are responsible for ensuring the cleaning and disinfection of equipment and counters, movement of equipment from the lab as surplus, repair, or relocation, and disposal of chemical, biological, and radioactive waste materials prior to vacating the space. Upon completion this checklist must be emailed to und.safety@email.und.edu. 
	Building: Click or tap here to enter text.
	Room(s) #: Click or tap here to enter text.

	Principal Investigator: Click or tap here to enter text.
	Department: Click or tap here to enter text.

	Lab Manager: Click or tap here to enter text.
	Title: Click or tap here to enter text.
	Date: Click to enter 



	TASK
	COMPLETED
	DATE COMPLETED

	SHARED STORAGE AREAS

	Check all shared storage areas for hazardous materials and remove them.
	 ☐ YES   ☐  NO   ☐  N/A
	Click here 
	LABORATORY SPACE

	Clean and decontaminate all laboratory surfaces, including the insides of cabinets and drawers and all levels of shelving.
	☐ YES   ☐  NO   
	Click here 
	Clean and decontaminate refrigerators/freezers.
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	Clean and decontaminate incubators, ovens, centrifuges and all other equipment.
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	Clean and/or decontaminate equipment to be left in place.
	☐ YES   ☐  NO   ☐  N/A
	Click here
	CHEMICALS

	Evaluate all chemicals and label all containers.
	 ☐ YES   ☐  NO   
	Click here 
	Beakers, flasks, etc. should be empty and clean
	 ☐ YES   ☐  NO  
	Click here 
	Sample vials packaged together
	 ☐ YES   ☐  NO   ☐  N/A
	Click here 
	Chemically contaminated labware is disposed of
	 ☐ YES   ☐  NO   ☐  N/A
	Click here 
	Unknowns have been identified
	 ☐ YES   ☐  NO   ☐  N/A
	Click here 
	Offer usable materials for redistribution
	 ☐ YES   ☐  NO   ☐  N/A
	Click here 
	Submit chemical waste form for removal by the Office of Safety
	 ☐ YES   ☐  NO   ☐  N/A
	Click here 
	Confirm hazardous waste has been removed.
	☐ YES   ☐  NO   
	Click here 
	Transfer responsibility for remaining chemicals to: 
	☐ YES   ☐  NO   
	Click here 
	CONTROLLED SUBSTANCES

	Initiate controlled substance disposal – These cannot be transferred 
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	Contact U.S. Drug Enforcement Agency regarding permit status.
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	GAS CYLINDERS

	Transfer to another user if possible.
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	If unable to be used, return to supplier. (For non-returnable cylinders, contact the Office of Safety for disposal).
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	ANIMAL AND HUMAN TISSUE

	Dispose of tissue. Method: 
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	Dispose of preservative. Method: 
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	Transfer responsibility to:
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	Provide status update to UND IBC
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	MICROORGANISMS / CULTURES / DNA

	Dispose of biohazardous waste appropriately.
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	Decontaminate equipment used for biohazardous work
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	Contact the Office of Safety to initiate gas decontamination of the Biosafety Cabinet
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	Toxins of Biological Origin Method of disposal: 
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	Transfer responsibility to: 
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	Provide status update to UND IBC
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	LIVE ANIMALS

	Contact IACUC and the UND Attending Veterinarian
	☐ YES   ☐  NO   ☐  N/A
	Click here 
	RADIOACTIVE MATERIALS

	Package all radioactive materials for disposal and arrange pickup.
	☐ YES   ☐  NO   ☐  N/A
	Click here
	Contact RSO to transfer responsibility of remaining stock vials
	☐ YES   ☐  NO   ☐  N/A
	Click here
	Perform a contamination survey, and re-survey, if necessary.
	☐ YES   ☐  NO   ☐  N/A
	Click here
	Schedule closeout survey by RSO. Date of survey: 
	☐ YES   ☐  NO   ☐  N/A
	Click here
	EQUIPMENT

	Clean and/or decontaminate
	☐ YES   ☐  NO   ☐  N/A
	Click here
	Submit appropriate documentation to surplus or transfer ownership
	☐ YES   ☐  NO   ☐  N/A
	Click here
	MIXED HAZARDS

	[bookmark: _Hlk204681601]Identify and dispose of mixed hazards appropriately. Call the Office of Safety with questions.
	☐ YES   ☐  NO   ☐  N/A
	Click here
	CLOSE-OUT INSPECTION

	Contact the Office of Safety to schedule the close-out inspection.
	☐ YES   ☐  NO   
	Click here


	RESOURCES

	Office of Safety Website
	https://campus.und.edu/safety/public-safety/index.html

	Surplus Property
	https://campus.und.edu/facilities-management/surplus-property.html

	Institutional Biosafety Committee (IBC)
	https://und.edu/research/resources/committees/institutional-biosafety-committee.html

	Institutional Animal Care and Use Committee (IACUC)
	https://und.edu/research/resources/committees/iacuc.html

	Institutional Review Board
	https://und.edu/research/resources/human-subjects/index.html

	Equipment Transfer
	https://campus.und.edu/finance/procurement-and-payment-services/asset-mgmt/index.html
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