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Data Operation’s Project Checklist


Data Operation’s tasks and deliverables for projects vary widely.  Project Managers and Directors can use the worksheet below to request the type of data and tasks they will be requiring for their project.  Please keep this worksheet in mind at the earliest point in the project possible.  Especially when the initial budget is estimated.  It is understood that a project may not have all the answers in the beginning and changes will be made to the worksheet, but this will remind those at the start of the project some of the things they have to think about.  Please keep in mind, a more completed worksheet will keep your Data Operations member better informed on what is needed and allow them to make a more accurate time estimate for the project.  Please contact your project’s member for any clarification needed.  If at any time you need more room, please attach another sheet of paper with the question number as a reference and include all parts where it is a multiple question section.  Thank you.
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Please note that changes to this checklist after a time estimate is submitted will result in a new estimate being given.

ADMINISTRATIVE TASKS

1.  Staff/project/general information

Today’s date:_______________________________________

Project Name: _____________________________________________________________________________

Project WBS & 6 digit account number: _______________________________________________________

Contact Person: ____________________________________________________________________________

Data Operations Person: ____________________________________________________________________

Type of Project (field, lab, data entry, coding, etc): ______________________________________________

Will there be standard meetings?  Weekly/Monthly/etc. Y/N: ___________________________________

Process design time (assist in data processing design - especially when data manipulation is involved)

Examples include involving Data Operations in design of systems, programs, supplementary databases, tables, and reports.  

Low/Medium/High: _______________________________________________________________________

Will Data Ops be responsible for their own budget monitoring? Y/N: _____________________________
SAMPLE FILES & LINES

2a.  Sample assignment/Preparation - Pretest1

This section deals with where the sample will come from.  If the sample will not be handled/loaded/built/etc by Data Operations, please check ‘[  ] Data Ops will not do this’ and indicate who will be responsible instead.  Standard delivery time for sample to Data Operations staff is two weeks prior to load time.

[  ]  This project will not have a Pretest #1

[  ]  Data Ops will not do this.  (Someone else will do this.  Who?) _____________________________________________________________will be responsible for creating/loading/etc all sample lines for this project.

[  ]  Data Operations will be responsible for the sample ONLY as far as is noted below:

[  ] Who will make sample assignments?: (PMs, RFMs, etc) ________________________________________________________________________________

________________________________________________________________________________

[  ] How often will sample assignments be made?: (Monthly, by release, as needed, etc) ________________________________________________________________________________
[  ] Total number of sample lines delivered (can be different than actual number loaded): _________________________________________



[  ]  Sample creation, Check All That Apply.  (Project staff to specify parameters)




[  ]  Sample will come from the Sampling Group (i.e. bought from Genysis)

[  ]  Sample will come from Project Staff 

[  ]  Sample storage format (Excel, SAS, Access, etc): ___________________________




[  ] Sample will come from SurveyTrak tables (i.e. previous wave data)




[  ] Sample will come from Blaise Files (i.e. previous wave data)




[  ] Sample will come from SMS Files (i.e. previous wave data)




[  ]  Other Sample specify: _________________________________________




       _____________________________________________________________

[  ]  Sample storage location (some projects maintain a project folder on \\src-angus\vol1\data\…, or it could simply be delivered to Data Ops for keeping.  _____________________________________________

[  ] Estimated number of sample loads (how many times will your project want sample loaded?  Monthly, by release, as needed, etc): __________________________________________

[Y/N]  Will sample be loaded in standard fashion?  (i.e. Will lines be loaded and automatically released to interviewers?  Or will your project require special handling of sample, such as loading, but not immediately releasing to interviewers)  Please specify non-standard release protocol: _____________________________________________________________________________


_____________________________________________________________________________

2b.  Sample assignment/Preparation - Pretest2

This section deals with where the sample will come from.  If the sample will not be handled/loaded/built/etc by Data Operations, please check ‘[  ] Data Ops will not do this’ and indicate who will be responsible instead.  Standard delivery time for sample to Data Operations staff is two weeks prior to load time.

[  ]  This project will not have a Pretest #2

[  ]  Data Ops will not do this.  (Someone else will do this.  Who?) _____________________________________________________________will be responsible for creating/loading/etc all sample lines for this project.

[  ]  Data Operations will be responsible for the sample ONLY as far as is noted below:

[  ] Who will make sample assignments?: (PMs, RFMs, etc) ________________________________________________________________________________

________________________________________________________________________________

[  ] How often will sample assignments be made?: (Monthly, by release, as needed, etc) ________________________________________________________________________________
[  ] Total number of sample lines delivered (can be different than actual number loaded): _________________________________________



[  ]  Sample creation, Check All That Apply.  (Project staff to specify parameters)




[  ]  Sample will come from the Sampling Group (i.e. bought from Genysis)

[  ]  Sample will come from Project Staff 

[  ]  Sample storage format (Excel, SAS, Access, etc): ___________________________




[  ] Sample will come from SurveyTrak tables (i.e. previous wave data)




[  ] Sample will come from Blaise Files (i.e. previous wave data)




[  ] Sample will come from SMS Files (i.e. previous wave data)




[  ]  Other Sample specify: _________________________________________




       _____________________________________________________________

[  ]  Sample storage location (some projects maintain a project folder on \\src-angus\vol1\data\…, or it could simply be delivered to Data Ops for keeping.  _____________________________________________

[  ] Estimated number of sample loads (how many times will your project want sample loaded?  Monthly, by release, as needed, etc): __________________________________________

[Y/N]  Will sample be loaded in standard fashion?  (i.e. Will lines be loaded and automatically released to interviewers?  Or will your project require special handling of sample, such as loading, but not immediately releasing to interviewers)  Please specify non-standard release protocol: _____________________________________________________________________________


_____________________________________________________________________________

2c.  Sample assignment/Preparation - Production

This section deals with where the sample will come from.  If the sample will not be handled/loaded/built/etc by Data Operations, please check ‘[  ] Data Ops will not do this’ and indicate who will be responsible instead.  Standard delivery time for sample to Data Operations staff is two weeks prior to load time.

[  ]  Data Ops will not do this.  (Someone else will do this.  Who?) _____________________________________________________________will be responsible for creating/loading/etc all sample lines for this project.

[  ]  Data Operations will be responsible for the sample ONLY as far as is noted below:

[  ] Who will make sample assignments?: (PMs, RFMs, etc) ________________________________________________________________________________

________________________________________________________________________________

[  ] How often will sample assignments be made?: (Monthly, by release, as needed, etc) ________________________________________________________________________________
[  ] Total number of sample lines delivered (can be different than actual number loaded): _________________________________________



[  ]  Sample creation, Check All That Apply.  (Project staff to specify parameters)




[  ]  Sample will come from the Sampling Group (i.e. bought from Genysis)

[  ]  Sample will come from Project Staff 

[  ]  Sample storage format (Excel, SAS, Access, etc): ___________________________




[  ] Sample will come from SurveyTrak tables (i.e. previous wave data)




[  ] Sample will come from Blaise Files (i.e. previous wave data)




[  ] Sample will come from SMS Files (i.e. previous wave data)




[  ]  Other Sample specify: _________________________________________




       _____________________________________________________________

[  ]  Sample storage location (some projects maintain a project folder on \\src-angus\vol1\data\…, or it could simply be delivered to Data Ops for keeping.  _____________________________________________

[  ] Estimated number of sample loads (how many times will your project want sample loaded?  Monthly, by release, as needed, etc): __________________________________________

[Y/N]  Will sample be loaded in standard fashion?  (i.e. Will lines be loaded and automatically released to interviewers?  Or will your project require special handling of sample, such as loading, but not immediately releasing to interviewers)  Please specify non-standard release protocol: _____________________________________________________________________________


_____________________________________________________________________________

3.  Preload variables

This section is to determine variables that will be preloaded into the Blaise instrument, SurveyTrak, or SMS (dependent upon project type).  If more space is required, please attach a separate document noting subject (Preload Variables) with all data provided.


[  ]  Will not use.  There will be no preload anywhere for this project.

[  ]  Will use.  Please specify what and where variables will be loaded.  Please attach another sheet for more space.



[  ]  Preload will come from:

[  ]  Project staff (they will provide data that is to be preloaded into the system(s)).

[  ]  Previous SurveyTrak project (preload will come from a previous wave or other project that was stored in the SurveyTrak database).

[  ]  Previous Blaise .BDBs (preload will come from a previous wave or other project instrument files).

[  ]  Previous SMS.BDB (preload will come from a previous wave or other project that was stored in an SMS.bdb file).




[  ]  Other specify: ______________________________________________________




[  ] Preload will be loaded into:

[  ]  SurveyTrak tables.




[  ]   Blaise .BDBs (the instrument(s))




[  ]   SMS.BDB




[  ]  Other specify: ______________________________________________________

[  ] Other preload specifications, please specify: ___________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

4.  Testing/Training/Certification lines


In this section, please note if the project will require testing, training, or certification lines.  Please note that project staff is responsible for creating the data used to create these lines.  Fake data provided to Data Ops for creation of testing lines will also be used for creation of certification lines unless otherwise noted below.  Please include all preload variables needed so that testing and certification lines can be as close to Production as possible.

[  ]  Will not need any lines.  No testing, no training, no certification lines.

[  ] Will use testing/training/certification/other type lines

[  ] Testing lines



[  ]  How many per tester: ________________________________________________

[  ] Training lines



[  ]  How many per interviewer: __________________________________________

[  ] Certification lines



[  ]  How many per interviewer: __________________________________________

[  ] Extra testing lines (for example, to specifically test for one thing - sound file creation, preload file creation, etc)



[  ]  How many per tester/interviewer: ____________________________________

[  ] Other lines, please specify: _________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

5.  Other sampling questions

[Y/N] Will the project be “subsampling”?  Do you see your project needing to remove a section of production lines prior to the completion of the project.

_______________________________________________________________________________________

[Y/N] Will there be Type II updates?  (lines created in the field by the interviewer?): _____________

[  ] Any other type of line creation/manipulation?: _________________________________________

6.  Renaming/dropping of variables


An initial data dump of testing (or at least pretesting) data will be very useful when making determinations to this section.  It is highly recommended.

[  ]  Please send project staff a Blaise Variable List in order to better determine the answers for this section.  (A variable name dictionary (VND) is available anytime after programming starts.  Please note it is only as up-to-date as when it is run.  Any programming changes made afterwards will not be shown).  A VND shows the Blaise name of the variable, the unique variable name it will have when exported from Blaise (often different than the Blaise name) due to arrays and duplicate naming, and the location of the variable in the .BMI.

Rename any variables in the dataset prior to delivery.


[  ] Yes


[  ] No

Drop any variables in the dataset prior to delivery.


[  ] Yes


[  ] No

7.  Recoding/creation of new variables


Please note if any variables will have their values recoded, if any variables will need to be created (and their parameters.  i.e. a new grouping variable based on age and race), and if variables will be merged in from another data source.  An initial data dump of testing or pretesting data will be very useful when making determinations to this section.  It is highly recommended.


Recode any data values in the dataset prior to delivery.


[  ] Yes


[  ] No


Create any variables in the dataset prior to delivery.


[  ] Yes


[  ] No

Merge any variables into the dataset prior to delivery.


[  ] Yes, from where? ___________________________________________________________________


[  ] No

DATASETS & MANIPULATIONS

8.  Data sets

Use the table below to describe each data set that will be processed over the course of the project.  Please try to include all files that will be produced during the study period.  Use approximations if necessary.  If more space is required, please attach a separate document noting subject (Data Sets) with all columns still provided.  Please note that open-ends and strings can contain confidential information and will be recoded to 1/0’s in all datasets.  Due to the SRO confidential data policy, any project wanting full text delivered can have it, provided the IRB approval allows it, but it will be provided separately in .asc files.
	Name of File

(I.e. Pretest, Production, Initial Pull, etc)
	# Of

Cases

(else, put all)
	When delivered?
	Opens/Strings
	Processing

Requested

(USE CODES)
	Final Data Format

(SAS, SPSS, ASC, etc)
	Variable name dictionary**
	Delivery Mode

(CD, eRoom, Zip File - note use of passwords)

	EXAMPLE #1
	50
	As completed
	No
	B, PC, R
	SAS
	Yes
	L:\[Project]\Dataout\

	EXAMPLE #2
	All
	Two days after prod stops
	Yes
	B, C, 
	SAS
	Yes
	L:\[Project]\Dataout\

	Variable name check** 
	N/A
	N/A
	
	N/A
	Excel file
	
	

	Pretest 1
	
	
	
	
	
	
	

	Preliminary data dump #1
	
	
	
	
	
	
	

	Final Data delivery
	
	
	
	
	
	
	

	Other: _____________________
	
	
	
	
	
	
	


**Variable name check/dictionary - Prior to production, this can be used to check the names of your variables to see how they will come out.  Note that due to arrays and duplicating variable names within different blocks (i.e. SectionA.Q21 and SectionC.Q21), they will come out differently than expected.  This is highly recommended as it will allow the PMs to become familiar with the naming conventions.  This can also be a deliverable to the client with each delivery.

The following standard processing will be done on all files, regardless of the processing codes selected:


1.  A check for primary key duplicates (traditionally sample line id).

2.  Confirmation and removal of all confidential information (this includes strings and opens) unless other arrangements have been made.

3.  Confirmation with PM or PD on the number of expected cases.

Specify all cleaning/processing steps using the following codes in the table above:

	A
	Provide file to study staff without cleaning/processing/or dropping any variables (Raw Dataset).

	B
	Normal wild code and  internal consistency checks.  Requires variable and value labels to be applied and a copy of the questionnaire to Data Operations.

	C
	Extensive/Additional internal consistency checks.  Please attach additional sheet consisting of the required list of project specific checks from project staff including what to expect and what to report if seen.  Also, please provide an electronic copy of the questionnaire to Data Operations.   Also, see #9 for a more extension information.

	M
	Merge file with other collected data.  Requires server path and access to this other data.

	MO
	Merge file with data collected at previous waves (specify).

	X
	Create indices (project staff to specify parameters)

	PC
	Submit a proc contents (or spss compatible file) to indicate what variables should be delivered and which should not.  Without this, all variables will be delivered.

	EM
	Check for variables with excessive missing data (project staff to specify parameters)

	I
	Impute for missing data (project staff to specify parameters)

	R
	Recode existing values/creation of new variables  (project staff to specify parameters)


If any processing codes require extra information (path names, other file names, etc) please attach an additional sheet with the heading of “DATA SETS” followed by the processing code, followed by the required extra information.

9.  Project specific dataset qc


Because all projects vary, outside of the standard processing listed under #8, each project will need to determine what (if any) qc checks or analysis should be done on their datasets prior to each delivery.  If you are interested in checking a specific question or series of questions, please list them, and what you expect to see, here.  If you are interested in seeing cross tabs prior to each delivery, please list them here.  Any other data checks that you would like Data Operations to make, please list them here.  Also, make sure to clarify what you expect to see and what directions Data Operations should follow if the results are different.  Please note that additions to this list after the submission of a time estimate will result in a new time estimate being given.


______________________________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________
10.  File Review


Will the project manager or director be reviewing any data deliverables prior to delivery to PI/Client?


[  ]  Yes, who and which files?:____________________________________________________________



Deliver as requested (where, how, etc): _________________________________________________



____________________________________________________________________________________


[  ]  No, deliver directly as requested: (where, how, etc): _____________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________
OTHER DELIVERABLES

11.  SurveyTrak Files


Copies of Surveytrak data tables are available upon request.  Please indicate whether you would like the entire table or only a portion of a table.   This data is available only in SAS due to table size and number of records.  Please indicate the tables you need:

NOTE: Please refer to the SurveyTrak8 documentation for details


[  ]  Will not use.  Project either is not using SurveyTrak or does not want daily copies of the tables.

[  ]  Yes, please list SurveyTrak data tables needed : _________________________________________



____________________________________________________________________________________



____________________________________________________________________________________



____________________________________________________________________________________



Frequency of delivery (daily, weekly, etc): ______________________________________________



Files should be copied to (server path): _________________________________________________
12.  Blaise Files


Blaise Master files can be copied to another location (secure server or eRoom) on request for Client use, provided this has been approved by IRB.  This is done most often when the PI will be pulling and processing the data on their own.  Please make sure IRB has approved this, as the Blaise Master files will contain un-recoded string & open-ends and can/will contain confidential information.


[  ]  Will not use.  Please do not copy Blaise Master files anywhere.


[  ]  Standard copy (as is) - Please note the location and type of data to be copied




[  ]  Master files: _________________________________________________________




[  ]  Adks: ______________________________________________________________




[  ] Observations: ________________________________________________________




[  ] Other: _______________________________________________________________




[  ] Other: _______________________________________________________________


[  ]  Non-standard copy




[  ]  Split .bdb’s into separate delivery





Specify:__________________________________________________________





_________________________________________________________________




[  ] Merge multiple .bdb’s into single delivery





Specify:__________________________________________________________





_________________________________________________________________




[  ] Other





Specify:__________________________________________________________





_________________________________________________________________

13.  Section Timings

A request for section timings can be filled in one of two ways.  One alternative is to provide project staff with the .adks for the completed cases and allow them to compute the timings themselves using the AT_Report software.  The other alternative is to have Data Ops staff compute the section timings.


[  ]  There will be no section timings for this project at all (either by project staff or data ops).

[  ]  Please provide .adk’s.  The PMs will do timings.  Please list out the place the .adks should be copied to and how often: ______________________________________________________


_______________________________________________________________________________


_______________________________________________________________________________


[  ]  Data Ops will do standard timings.  Please indicate which ones the project requires

Please note that for the purpose of this documentation, “section” indicates a Blaise block and that all fields not in a Blaise block will be grouped together in their own section, based on their position in the .bmi.  (i.e. all fields prior to the first block will be grouped together and all fields after the final block will be grouped together).

[  ]  Microsoft Word Report that includes timings per section, including avg, max, min, std, dev, # of valid cases.

[  ] SAS data set file that includes one record per sample id where each section is a variable.



[  ] Other: ____________________________________________________________________




______________________________________________________________________
[  ] How often (only after production ends, on demand, monthly, etc): 

__________________________________________________________________________
[  ]  Request for non-standard timings (either file or report).  Please use this paragraph if the project wants to re-define what makes up each section or what output they want to see.  Please specify:


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________
14.  Other Files


Sometimes other files like frequencies, cross tabs or proc contents are delivered with datasets.  Please use the space below to indicate any extra files that have not been mentioned so far that should be delivered and their content:


______________________________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________
Other quality control checks

This section will contain a breakdown of the other quality control checks that Data Operations is traditionally responsible for.

15.  SurveyTrak QC

This section deals with QC on the SurveyTrak data.  Traditionally there are 4-5 standard ST QC checks that are used across projects.  Each project may define their own QC above that.

[  ] Will not use.  Either not a SurveyTrak project or is a SurveyTrak project and do not want any QC done on the ST data.

[  ] Will use.  Please note all QC the projects wish to have performed as well as how often



[  ] Standard QC checks.  These include:

· Master Not 1001 - This query compares the SIDs merged into the Master.bdb with their result codes in tSample_Line.  This query will show if any of their result codes are no longer 1001.

· Inconsistencies - This query looks for inconsistencies between result codes and the sIwInstStatus in the tSample_Line  table.  

· Check DataModel Date - This query checks to make sure that all iwers are using the current datamodel.

· Completions v. Master - This query checks all completed cases (usually 1001 and sIwInstStatus=0) against all cases currently merged in the Master.bdb.

· Merge Error - Check the tMerge_Error table for any entries and troubleshoot the problems.

[  ] Project specific QC checks.  Please specify.  (Examples include: Check that the race variable is populating SurveyTrak properly from the Blaise instrument after completion).

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________



[  ] How often does the project want these checks performed?: ______________________

[  ] How should anything that is found be dealt with? (reports to PM, direct HD calls, 

etc): ______________________________________________________________________

__________________________________________________________________________

16.  Report QC

Data Operations is responsible for quality control checking the FPRs (Field Progress Reports) created by the programmers

[  ] Will not use.  Either not using FPRs or do not want Data Operations to QC this.

[  ] Data Operations should QC the FPRs.


[  ] FPR is standard


[  ] FPR is not standard.  Please note special checks Data Ops needs to check for: _____________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

Other Final Data Deliveries

17.  Codebook

Codebooks are considered a standard deliverable only available if the instrument was programmed in Blaise to TSG’s Blaise standards and the codebook cameleon .cif that was used for all data out is the standard codebook .cif.  Codebooks are still under development.


[  ]  Will not use


[  ] Standard codebook with questionnaire structure and frequencies


[  ]  Non-standard codebook.  Please describe:


_________________________________________________________________________________


_________________________________________________________________________________


_________________________________________________________________________________


_________________________________________________________________________________


_________________________________________________________________________________

18.  Other files not mentioned anywhere else

Please do not use this section to note final datasets.  That information should be listed under #6.  Please use this section for anything not already covered above.

[  ] Nothing else will be delivered that isn’t mentioned above

[  ] Other files to be delivered, please specify: _____________________________________________


___________________________________________________________________________________


___________________________________________________________________________________


___________________________________________________________________________________


___________________________________________________________________________________


___________________________________________________________________________________

Other Data requests

19.  This section is devoted to an estimate of how many “one-time-only” data requests the project might have.  Some examples that fall under this section include:

· Pull all sample ids that are still interim result codes in the NY PSU that have at least one refusal on them.  Also send names & addresses.

· Get section timing information just for this one interviewer.

· Pull all sample ids that have more than 20 call attempts.

· All sample ids from all interim lines that have had the HHL completed.

· A breakdown of the number of times each completion was suspended (please talk to your programmers about including this count in a separate variable or it will be more time consuming to calculate).

Also, please note that if your project is receiving SAS datasets of SurveyTrak tables and copies of the Blaise files, any requests above and beyond the scope of the estimate can be performed in the PM group.  The PMs will have access to all the data necessary for most requests and will lower the number of requests made to Data Ops.

[  ]  Will not have any data requests from Data Operations (Are you sure??)

[  ]  I estimate the number of data requests to be:



[  ]  Low



[  ]  Medium



[  ]  High

Incentives

Please use this section if your project will be offering incentives to Respondents

20.  Respondent Payments

Please fill out this section if the project will have respondent payments and Data Operations will be responsible for them.  Also, please note that this section is divided by the type of project it is

[  ]  Will not use.  There will be no payments for this project ever.

[  ]  SurveyTrak project



[  ]  Will use Wizard payments.  Please choose how wizard payments will be handled.

[  ] The request becomes automatically approved (sPayApproved=4) regardless of whether there are other requests for this SID.

[  ]  SurveyTrak checks for other payments for this SID  and if any exist, make this payment pending (sPayApproved=3).  This will need to be approved by Project Staff through WebTrak before the payment can be processed.

[  ] SurveyTrak checks for other payments for this SID  and if any exist, the wizard does not trigger.

[  ] Additional project specific requirements - will incur additional programming costs

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________


[  ]  Will use Interviewer Requested payments.

[  ] Use standard request screen

[  ] Additional project specific requirements - will incur additional programming costs

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________



[  ]  Other specify: _____________________________________________________________



[  ]  Please create an Access db of all checks processed for us to track.

File location: ______________________________________________________________

[  ] Lab project - please note if a second/replacement/etc payment for a line is needed, you will need to submit that payment request using the Template.xls.  Data Ops will make sure you have a current copy of it.



[  ]  Will use rpay block to collect rpay information



[  ]  Other specify: _____________________________________________________________



[  ] Please create an Access db of all checks processed for us to track.

File location: ______________________________________________________________

[  ] Other type project - please note you will be responsible for sending in a file to be processed each time.  If this option is selected, Data Ops will make sure you have a current copy of the Template.xls to use.



[  ]  Other specify: _____________________________________________________________



[  ] Please create an Access db of all checks processed for us to track.

File location: ______________________________________________________________
Regardless of the type of project, please complete the incentive paperwork below

	Account number to charge (6 digit, not Grant #):
	

	What is the WBS for this project?:
	SRC.SRO….

	Do you want “University of Michigan 


(1-800-759-7947)” written on the check?:


(Yes/No/Something else?) (up to 35 char total)
	

	What do you want written in the memo line?:


(up to 35 characters)

‘Thank You For Your Participation’ is common
	

	Do you want the R’s address on the check? (Y/N):
	

	Who signs the paperwork?:


(Usually the Project Manager)
	

	What is the normal SID format?:


(I.e. 123-45-6789 = xxx-xx-xxxx)
	

	Are any of the checks expected to be mailed outside of the U.S.? (Yes/No):
	

	Do you want the checks printed in a certain sorting order?  Such as SampleID, Last name?
	

	Who can be paid?


(Respondent, proxy, finder (Can there be more than one R or P or F?), etc)
	

	Amount of incentive (if varies, put varies):


Please list for each person listed above – R=$20, P=varies, F=$10, F2=$5 etc
	


Respondent Profiles
21.  Respondent Profiles 

Respondent profiles are stored in Surveytrak and can be viewed by the interviewer.  They are specific to a Sample ID.  Profiles have been used to display past wave information such as R name/address, Result code, thumbnail, call notes, and/or other information.

In order to estimate costs, please indicate the information needed in the R profile:

[  ] No R Profile needed

[  ] Name and Address of Respondent(s) and Contacts

[  ] Control Data (Result code, Result Date, Interviewer ID, Interviewer name)

[  ] Thumbnail 

[  ] Call Notes

[  ] Other.  Please describe___________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

Field Help Desk

Please note that this section only includes Data Operation’s involvement in Field Help Desk calls, not the FHD itself.  The budget created for this project may require a separate section of the FHD directly (especially if it is a field project).

22.  Help Desk Calls

Most people don’t associate Data Operations with the field help desk call, but the truth is if the project we are working on is a field project, odds are we have weekly help desk call tasks (occasionally daily!).  Because it will be nearly impossible to properly estimate the number and type of calls we may deal with, below is just a reminder of some of the more popular ones that come in.

· Please remember that there will be at least one closeout call for every laptop issued to the project.  Data Ops is responsible for assuring that there are no interim lines on that laptop through SurveyTrak before the OK is given to ghost the machine.

· If it is not a panel study, odds of having interviews done a wrong sample line are high.  Based on a Project needs, Data Ops could be responsible for moving the interview from the wrong line to the right line.  The only other group that can be responsible for this is the interviewer and they can really only move the supplemental information - call records and such.

· Unanticipated surveytrak issues, send/receive issues, forced transfer of lines, possible missing data, laptop crashes, and restoring a backup copy of an interview are all tasks covered by Data Ops.

· If the project will be subsampling or creating type II updates, this will require SurveyTrak data manipulation and the checking in of lines.

· Number of interviewers and their experience (old v. new hires) contribute to how well they understand SurveyTrak.  The more new hires, the more likely Data Operations will need to investigate some of their practices.

Archiving needs

23.  Archiving

Archiving must be considered at the beginning of the project planning process.  All project’s needs should be discussed and budgeted early in the process.  All projects will be archived.

[  ] Archiving of daily reports

[  ] Archiving of SurveyTrak data

[  ] Archiving of Blaise files

[  ] Other.  Please describe___________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

24.  unanticiapted tasks

Data operations will fill this section out on the last page.  The estimate shown will be a guess of how many hours will be needed to cover a task requested that was not covered in this overall estimate.

25.  spread time

Data operations will fill this section out on the last page.  The estimate shown will be a guess of how many hours will be needed to cover spread time to the project.  For example, TSG or Data Ops specific meetings are spread across all projects.

PMs - Please do not write on this page.  However, this is where you will find the entire estimate from Data Ops and a breakdown of each section.

Data Ops summary 

26.  data Ops Estimate Summary Page

Data Operations Time Estimates based on requests filled out above.

Data Operations member - please take into account everything that the PM has written above.  And write in “NOT REQUESTED or NR” for each one that they have not requested or “NOT ENOUGH INFORMATION or NEI” if they have to go back and expand on a section.

Thanks!

Treat DK as YES and give second estimate.  For multiple tasks of same setup, give estimate per each time (i.e. load sample estimated at 4 times.  Don’t estimate how long it’ll take to do all 4, estimate 1 and note (for example) 2 hours/load for total of 8 hours total if only 4 loads.  That way, when they change their mind, they’ll know exactly how much more time it’ll cost).

1.  Administrative Tasks: ____________________________________________________________________

2a.  Sample assignment/Preparation - Pretest1: ________________________________________________

2b.  Sample assignment/Preparation - Pretest2: ________________________________________________

2c.  Sample assignment/Preparation - Production: ______________________________________________

3.  Preload variables: _______________________________________________________________________

4.  Testing/Training/Certification lines: _______________________________________________________

5.  Other sampling questions: ________________________________________________________________

6.  Renaming/dropping of variables: _________________________________________________________

7.  Recoding/creation of new variables: _______________________________________________________

8.  Data sets: _______________________________________________________________________________

9.  Project specific dataset QC: _______________________________________________________________

10.  File Review: ___________________________________________________________________________

11.  SurveyTrak Files: _______________________________________________________________________

12.  Blaise Files: ____________________________________________________________________________

13.  Section Timings: ________________________________________________________________________

14.  Other Files: ____________________________________________________________________________

15.  SurveyTrak QC: ________________________________________________________________________

16.  Report QC: ____________________________________________________________________________

17.  Codebook: _____________________________________________________________________________

18.  Other files not mentioned anywhere else: __________________________________________________

19.  Other data requests: ____________________________________________________________________

20.  Respondent payments: __________________________________________________________________

21.  Respondent Profiles: ____________________________________________________________________

22.  Help Desk Calls: _______________________________________________________________________

23.  Archiving: _____________________________________________________________________________

24.  Unanticipated tasks: ____________________________________________________________________

25.  Spread time: ___________________________________________________________________________

TOTAL: __________________________________________________________________________________
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