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End of Project Checklist – For SurveyTrak
· deactivate in tProject and/or tIwerProject as needed

· deactivate the Blaise data merge(s) – main and obs

· deactivate SMS-RT (for lab projects)
· have programmer deactivate report generation
· confirm that Webtrak access is turned off
· make arrangements to archive the final reports

· deactivate scheduled jobs on processing PC
1. verification flagging (see programmer)

2. SAS dataset creation/copy

3. master file copy

4. rpay file copy

5. readback file copy  
6. Consent/Token processing

7. other 

· clean and zip project files on \\SRC-Douvan\SRO
· Set RCLS as appropriate so proper staff gets emails
· Archive emails relevant to the Project

