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	Laboratory Relocation Checklist

Rev 10/2023
	ITEM
	Done
	N/A
	Initials

	Work with CCC-Space, Operations, Projects (SOP) team for coordinating moves. We will contact moving company when applicable. 
	
	
	

	      CCC-SOP Team: Initial Contact, site visit, and quote from Accelerated
	
	
	

	Notified EHS representative when relocating within OSU. New location may have different EHS rep, so check if this is applicable.
	
	
	

	Computer(s) – CCC-IT has been contacted for relocation and setup. Please contact: Scott.Harris@osumc.edu
	
	
	

	Phone(s) – contact SOP team for phone and room number for relocation at least 5 business days prior to move
	
	
	

	For Rees or other monitoring devices, please coordinate with William.Towns@osumc.edu
	
	
	

	For all tagged equipment, contact Sarah.Steck@osumc.edu and William.Towns@osumc.edu with new location, etc.
	
	
	

	      Alert CCC-SOP team of any equipment requiring special moving or set-up requirements (i.e. microscopes requiring special packing or equipment with specific power or ventilation needs)
	
	
	

	Animal housing – work with ULAR to update existing protocols with new location via e-protocol.
	
	
	

	Completed the Environmental Health and Safety Requirements (Including closed out radioactive material (RAM) and chemical transfer used in lab):
General, Biological, Radiation, Chemical:
laboratory_relocation_closeout_checklist_1.pdf (osu.edu)
	
	
	

	All hazardous chemicals and biohazard waste have been removed from the lab by EHS prior to relocation. (Requests should be initiated through https://ehs.osu.edu/secure/apps/.)
	
	
	

	Cleaning Requirement: All space that was assigned is cleaned, detailed, and decontaminated.
· For all chemical and biological locations, be sure to clean and wipe out drawers and cabinets with soap and water.
· All benchtop surfaces and shelves have been wiped down with 70% alcohol, and all stickers/tape removed.
· In addition to lab bays, must clean all areas used in tissue culture and cold rooms. Must clean and decontaminate Fume Hoods/BSC’s properly.
Please contact CCC SOP if lab members are unable to do this and help is necessary.  
	
	
	

	The following has been decontaminated prior to relocation:
	
	
	

	     Refrigerator(s) and freezer(s)-outside of freezers/fridges if full.
	
	
	

	     Storage cabinet(s)
	
	
	

	·      Bench top(s)
	
	
	

	     Fume hood(s)

	·      Biological safety cabinet(s) or clean bench(es)  
	· 
	
	

	·      Equipment
	
	
	

	All brass keys for old space have been returned to SOP Team.
· Access Request for new location submitted to online request page: https://onlinerequest.facsur.com/osu/d04ee36e-6724-4901-a295-bbc4eef72391 (Select Option 7 for request type)
	
	
	

	· Gas cylinder(s) have been returned to Stores. Phone number to contact: 614-292-2543
	
	
	

	All lab postings have been removed. (Only Radiation Safety may remove RAM signs.)  
	
	
	

	Location changes made to eIBCprotocol
	
	
	

	
	
	
	

	
	
	
	



