Cortez Lab Exit Procedures

Notebook
1. Be sure your electronic notebook is up to date including a table of contents.
2. All files from Odyssey, Typhoon, Amersham imager and other computers should be consolidated into the appropriate experiment folder in your electronic notebook
3. Image files from microscopes can be stored in a single folder on the Cortez-NAS (network attached storage) drive in the “Previous Lab members” folder. It must be possible to find the appropriate files linked to each experiment. This is especially critical for all published experiments since journals and other authors can request all of the original data files.  Best practice is to place a copy of these images/files within the manuscript folder that contains all of the other files needed for submission. This manuscript folder should be on the Dropbox in a shared folder with Dave.
4. Place all of your electronic files including the notebook into a single folder on the Cortez -NAS drive in the “Previous Lab Members folder”.
5. Be sure the hard-copy of your notebook is up to date.
6. [bookmark: _GoBack]Dave will tell you where to place the paper notebooks.
7. Remember that it should be possible for any future lab member to go back into your notebook, find an experiment, and repeat it with just the information available in the table of contents and in the notebook.  

Plasmids
1. Be sure both a glycerol stock and DNA prep for all plasmids that you created have been appropriately stored and recorded in the dcplasmids.xlsx file.  
2. Be sure a plasmid map or sequence file is stored in the Cortez Lab shared Dropbox folder for every plasmid that you created.
3. Renumber the boxes that contain your plasmids to add to the end of the list contained in the “misc” tab of dcplasmids.xlsx
4. Place the glycerol stock boxes in the -80 with the other lab stocks.
5. Place the DNA stock boxes in the -20 with the other lab stocks.

Bacterial strains can also be stored and recorded within the dcplasmids list.  Be sure to record the genotype of the bacterial strain.

Yeast strains have their own dcyeast.xlsx storage location. Record the genotype.

Reagents
1. If you have any antibodies or siRNAs that are in your personal boxes, please return to the lab stock boxes. 
2. Any reagents that you think are useful can be saved. An electronic and paper inventory of these reagents must be provided to Dave. The inventory should include a description of the reagent and where it is stored. Only store things that you are sure other people will use. If you are not sure, then ask Dave.  Dave will instruct you on the proper place to store these items. 
3. Any solutions that would be useful to other lab members should be given away. If no one wants them, please empty the bottle and wash.
4. Clean your bench. Remove items from drawers that don’t belong. Be sure that the small equipment associated with your bench like pipetman and centrifuges are functioning properly. If the pipets need calibration, please let Dave know.

Computer and USB drives
Pleaser remove any personal files from the lab computers and laptop. All of your experiment files should be organized and placed on the Cortez-NAS. Do the same for all files on USB storage devices. Return the USB drives, laptop, and adapter to Dave. Dave will delete your account from the laptop. 

Miscellaneous
Please send Dave an email from your personal and new work email addresses so he can add the appropriate contact information to his contacts.  

Please keep in touch. Each time you change positions, please let Dave know. 

