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CHECK-LIST WELCOME 2007
	Timing
	Action
	Done by whom?

	
	
	PC
	MBS

	2 months before
	Order furniture and location
	
	X

	
	Order lab keys if missing
	
	X

	1 month before
	Accréditation (Sciper Number for installing PC)
	
	X

	
	Create PC account
	X
	

	
	Order PC and installation
	X
	

	1 week before
	Prepare file with documents & keys and set an appointment
	
	X

	Arrival day
	Give global information (see attached list of web links including contrôle des habitants, opening salary account, rental agencies, health insurances, assurance ménage, etc.)
	
	X

	
	Give information regarding library, holidays
	
	X

	
	Give information regarding professional travels in Switzerland & abroad (DAVE, NDF)
	
	X

	
	Go and pick up office key at the concierge’s
	
	X

	
	Give information regarding ordering lab products & equipment
	Done by colleagues of research group
	

	First week
	Give training about PC & lab safety
Show location: bank, cff, chemical shop
	X
	

	
	Hand out:
- lab key
- voucher for railway pass
- voucher for Camipro & Security Teaching
- copy card if necessary
	
	X

	
	Visit LP administration (office supplies, mailboxes, labcoats for washing, etc.)
	
	X

	1month after
	Collect the personal data: mobile/private phone number, private address, lab numbers
	
	X


