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	Schedule Closing down

25.05.2004 – Tom Meyer


	Topics


	Tasks
	Resp.
	Start
	Dead-line
	O.k.

	Rented objects / infrastructure
	Office contract ext. 1-4.6.04
	TM
	040526
	040531
	(

	
	Private accommodation
	TM
	040526
	040607
	(

	
	Office furniture / Inventory
	TM/TR
	040520
	040604
	(

	
	Telephone Office, mobile 
	TM/TR
	040526
	040604
	(

	
	Electricity, water, gas
	TR
	040526
	040604
	(

	
	Internet
	TR/LM
	040526
	040506
	(

	Personnel / staff
	Termination of contracts
	TM
	040531
	040604
	(

	
	Work certificates
	TM
	040531
	040604
	(

	
	Salary accounts
	TM
	040531
	040604
	(

	Finances
	Operating funds
	TM/NR
	040601
	040604
	(

	
	Cash box of the team
	TR
	040531
	040604
	(

	
	Bank accounts withdrawal
	TM/SR
	040520
	040519
	(

	Project
	Terminate cash payments
	TM
	040507
	040507
	(

	
	Terminate Small Actions
	TM
	040520
	040531
	(

	
	Monitoring small actions
	TM
	040503
	040603
	(

	
	Follow-up complaints
	TM
	040507
	040603
	(

	Partners
	Local partners NGO Partasii Salvarii, NGO CIVIS, Bank 
	TM
	040519
	040601
	(

	Data / documentation
	Beneficiary data
	TM/ML
	040520
	040531
	(

	
	Instruments, procedures, administration
	Team/ ERA
	040525
	040601
	(

	
	Documentation of the project: Filing system, photos, PowerPoint presentations
	Team/ ERA
	040525
	040601
	(

	
	Final report, selected tools
	TM/ERA
	040525
	040615
	(

	Debriefing
	Official debriefing local authorities 
	TM/SR
	040531
	040604
	(

	
	SDC COOF
	TM/SR
	040531
	040604
	(

	
	HQ
	TM
	040616
	040618
	(
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