CLOSE OUT CHECK LIST

1. Documentation: 



Folders Labeled 

Binder with all news clippings, updates, press releases for agency PAO 

Diskette with all incident documents (copy to agency PAO)

2. Thank You’s & Certificates

3. Narrative

4. Announcement to media on closing 

5. Boards cleaned off

6. Cancel Papers

7. Cancel Phones

8. Return rented equipment

9. Call Home

TURN OFF LIGHTS
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