DATA MANAGEMENT CHECKLIST

For

PROJECTS FUNDED UNDER THE NPPC FISH AND WILDLIFE PROGRAM

(The original version of the numbered questions was developed by Stewart Toshach. This draft has edited them for redundancy and describes how they might be implemented in a consistent manner by individual projects. The vision is that this checklist will be modified as needed and adopted by other natural resource programs and agencies over time)

· NED develop procedures and standards for NPCC adoption

· Council and others publish procedures prominently on web sites

· Council require procedures be used by all new and renewing projects

· StreamNet hold workshops to explain procedures and provide support
· Project sponsors reference adoption of procedures in all proposals. Describe unique issues or contributions, if appropriate.

· Project sponsor meet with StreamNet to discuss data management plan for the project, after NPCC recommendation but before BPA contracting.

· Identify appropriate data standards and protocols

· Identify data sharing procedures

· Agree on data support and tools for the project

· BPA require a Data Management Plan as part of all contracts.

Project sponsors and StreamNet should discuss the following elements of a data management plan. When completed this will be one of the first deliverables of each new and renewing project funded by BPA.

DATA MANAGEMENT PLAN OUTLINE

I. Project background relative to data collection, management, and sharing

Include the PICES brief description of the project plus one or two paragraphs describing the type of data to be collected.
II. Data collection procedures

Briefly describe the sampling procedures, major field methods and sampling equipment to be used. Identify which of these conform to regional (PNAMP or other) or agency standards and which have been modified for this particular project. If a field manual exists that includes this information, reference it and attach a copy as an appendix.

In addition, provide the following information.

A. Who will be collecting what data, when and where?

1. List agencies (if a collaborative project) and the project leader or person responsible for managing the data. This will be the contact person for any follow-up conversations or questions, as appropriate.

2. Location information should follow NED standards

3. List time periods (yyyy/mm/dd) for the beginning and ending of sampling and the frequency of sampling during that period.

B. What field form/s or other collection devices will be used?

1. 
Provide a copy of the field manual and data forms that will be used to collect the data

2. 
List the electronic devices, if any, used to record the data electronically in the field, if applicable.

C. What metadata (information about the data) will be maintained and how?

1. 
Project must report at least the NED core metadata. 
2. 
Provide a list of additional metadata elements that will routinely be used, if any.

D. How are you satisfying regional data collection standards?

1. 
Project sponsor and StreamNet SC representative should jointly decide which regional standards apply to each individual project. The following standards will likely apply to many projects:

· Spatial and temporal referencing (completed)

· Metadata (under development)

· Data dictionary (under development)

2. 
Other standards, especially for field collection of core monitoring attributes, may also apply

3. 
NED/StreamNet should develop template language that can be used in project descriptions, for the most likely standards.

E. Provide a data dictionary that describes each data element being collected - name, definition, unit of measure,  and whether or not it is a required or optional. This should conform to (yet to be developed) NED core data dictionary standards.

III. Data management procedures (Provide the following information).
A. Describe the data QA/QC procedures to be used by the project.

1. 
NED will publish a set of core procedures to be followed 1) at the data collection and 2) at the data management and sharing levels. These should be the minimum that all projects will use.

2. 
Describe any additional QA/QC procedures appropriate to the data being collected.

B. Describe the programs and software used to store and analyze the data.

C. Describe how different versions of the data (e.g. raw, quality checked, derived, etc) will be managed and kept separate.
D. Who will have authority (responsibility?) to make changes to the data and maintain it? Provide complete contact information
E. Who has overall responsibility or authority for completing this check list? Provide complete contact information.
IV. Data sharing procedures

A. Who will ‘own’ the data and control access?

This should call for a project-specific TPA incorporating core NED standards. Perhaps we could develop agency-specific, or funder-specific templates that project sponsors can adopt by reference.

B. When and how will the data be shared?

C. What ‘long term’ repository and access will be used for the data and metadata? 

D. Provide a data flow diagram or similar illustration together with a time line to illustrate the data management process from collection through sharing and long-term storage.

V. Appendices (an example – specific appendices will be project-specific)
A. Field manual

1. Description of data metrics

2. Description of collection methods

3. Field forms

4. Description of electronic data entry procedures

B. Trading Partner Agreement(s)

C. Other (as appropriate)

· File data management plan with StreamNet and BPA

· Troubleshoot problems and questions, as needed.

PAGE  
3

