[image: NCCAT Logo]
[bookmark: _GoBack]New User Checklist

· Proposal is approved								___________________________
Initials
· Session is awarded								___________________________
Initials
· Project is registered								___________________________
Initials
· Account verified								___________________________
Initials
· NCCAT confirmed availability							___________________________
Initials
· Video conference/phone call with NCCAT					___________________________
Initials
· Prearrival checklist is complete						___________________________
Initials
· Sample(s) shipped								___________________________
Initials
· Supplies purchased								___________________________
Initials
· Session reminder received							___________________________
Initials
· NCCAT user arrived on-site (if applicable)					___________________________
Initials
· NCCAT user orientation is complete						___________________________
Initials
· New user orientation form is complete					___________________________
Initials
· New user registration form is complete					___________________________
Initials
· Acknowledgments form is complete						___________________________
Initials
· Code of conduct form is signed						___________________________
Initials
· Request for a badge form is complete					___________________________
Initials
· Badge is received								___________________________
Initials
· FDNY Lab Requirements form is complete					___________________________
Initials
· Emergency Contact form is complete						___________________________
Initials
· User read SOPs and signed the Form						___________________________
													Initials
· NCCAT user experiment conducted						___________________________
Initials
· NCCAT user end of experiment checklist completed				___________________________
Initials
· NCCAT user end of experiment survey completed				___________________________
Initials
· FedEx account/label provided to NCCAT to ship sample(s)/data back	___________________________
Initials
· Sample(s)/data arrived to home institution					___________________________
Initials
Name _______________________________________________ 	Date______________________________
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