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Education and Workforce Development Cabinet

Office of Career and Technical Education

School - Year End Closeout Checklist

	
	Advisory Meetings – Minutes for 2 Meetings
	
	Grades

	
	Adjust Thermostats
	
	In-service – Copy of August

	
	Attendance
	
	List of Lab/Classroom Maintenance Needs

	
	Certificate Renewals
	
	Professional Development Plan

	
	Checks (Mailed or Picked Up at School)
	
	Program Assessment Document

	
	Clean Shop/Classroom
	
	Safety Training Verification

	
	Complete Leave Slips Timesheets
	
	Student Organization Annual Financial Report

	
	Complete Student Permanent Records
	
	Surplus Equipment List

	
	Equipment Inventory
	
	Textbook Count

	
	Equipment Maintenance Needs
	
	Travel Vouchers Outstanding

	
	Equipment Maintenance Records
	
	Turn in Keys

	
	Final Safety Check
	
	Work Orders Closed Out

	
	Telephone Number where Principal can be reached: 
	


	Signature:
	
	Date:
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