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Checklist before departure 

(What do I have to do before leaving Germany?) 

 

 Important for everyone: 

 Terminate your rental contract (for cancelation period see your rental contract);                      

 if you are searching for a new tenant, please let us know.     

 Perhaps we can provide your room / apartment to a new international researcher 

 Cancel your health insurance policy  in a written form         

 compulsory statutory health insurance: e-mail + copy of proof of de-registration 

from the citizen services office                    

 voluntary member of a statutory health insurance: 2 months prior to departure; e-

mail + later on a copy of the proof of de-registration from the citizen services office     

 private health insurance: e-mail + copy of proof of de-registration from the citizen 

services office 

 Give notice of departure at your Citizen Services Office (earliest one week before you’ll 

leave the country; in German “Abmeldung”):          

 Potsdam: book an appointment           

 Berlin: book an appointment (it does not need to be the Citizen Services Office lo-

cated in your district); form for de-registration  

 

 

 If applicable:  

 Cancel your German bank account: please consider outstanding sums and repayments (e.g. 

deposit) 

 De-register your children from their day-care and school 

 If you receive child allowance (= Kindergeld), inform the local Familienkasse about your 

departure 

 Cancel your payments to the ARD-ZDF… (radio / television fee) 

 Terminate your contract for electricity for your flat 

 Terminate your contract with your phone company / your internet provider 

 Cancel your insurance policies 

 De-register your automobile 

 If you had a work contract in Germany: complete your application for an income tax refund 

for the previous calendar year due on July 31st 

mailto:welcome-center@uni-potsdam.de
mailto:welcome@gfz-potsdam.de
mailto:welcome-center@uni-potsdam.de;%20frauke.stobbe@gfz-potsdam.de?subject=offer%20for%20accommodation
https://egov.potsdam.de/tnv/bgr
https://service.berlin.de/terminvereinbarung/termin/tag.php?termin=1&anliegen%5B%5D=120335&dienstleisterlist=122210,122217,122219,122227,122231,122238,122243,122252,122260,122262,122254,122271,122273,122277,122280,122282,122284,122291,122285,122286,122296,150230,122301,122297,122294,122312,122314,122304,122311,122309,317869,324433,325341,324434,122267,122246,122251,122257,122208,122226&herkunft=http%3A%2F%2Fservice.berlin.de%2Fdienstleistung%2F120335%2F
file:///C:/Users/fstobbe/AppData/Local/Temp/mdb-f402609-20151120_abmeldung.pdf
https://con.arbeitsagentur.de/prod/apok/service-vor-ort/familienkasse-berlin-brandenburg-berlin-3.html
https://www.rundfunkbeitrag.de/buergerinnen_und_buerger/formulare/abmelden/index_ger.html


 

 Welcome Center Potsdam 
Service Center “Am Neuen Palais”: University of Potsdam, Am Neuen Palais 10, Bldg. 8, Room 1.11, 14469 Potsdam | Phone +49 331 977-1382 | welcome-center@uni-potsdam.de 

Service Center „Telegrafenberg“: Telegrafenberg, Bldg. A34, Room 207, 14473 Potsdam | Phone +49 331 288-2326 | welcome@gfz-potsdam.de  

 If you had a work contract in Germany: get in touch with the German Pension Fund (DRV) 

to find out details on your pension insurance entitlements and pay-outs 

 Apply for redirection of your mail at the post office 

 Pay attention to custom regulations 

 Become an alumni, e.g. of the University of Potsdam or of the PIK 
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