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TEACHER END OF YEAR CHECKLIST



All grades reconciled for school year.  List of “I’s” due to absences along with a number grade.




Supply requisition completed and turned in.




Textbook/workbook requisition completed and turned in.




Inventory completed and turned in.




Room prepared for summer.  Everything off the floor and packed away so that floors and 

carpets may be cleaned.  All loose items stored or locked away.  Please take valuables and personal items home.




Room and building repair list turned in.




Activity account and fundraisers and amounts turned in.




Equipment in need of cleaning, tagged and taken to library.




Turn in grade book.




Turn in plan book to verify coverage of PASS objectives Oklahoma Academic Standard on 




weekly/daily plans.




All records completed.




Red teacher’s handbook turned in.




Lunch bill paid.




Keys turned in if not returning next year.




Special Education teachers:  All students’ confidential folders turned in.



Special Education teachers:  All IEP and reevaluation due dates.

Teacher’s Signature 






Summer Address 








Telephone 







Principal’s Signature 






Date 









