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Appraisal & Documentation Workflow for Project Closeout
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· Create map locating all records connected with the project, including project databases and technical systems source code.
· Consult with data use agreement to identify records that must be destroyed. 
· Consult the Retention Schedule and Archive Checklist for documentation needed to be archived with each project.
· Make all applicable notes on archive checklist for file locations or other important information
· Identify gaps in documentation of the project or missing records and assign staff to complete the documentation
· If different from the archive checklist, identify and map existing project documentation to the archive checklist.
· Organize files, adding folders if needed
· Clean files, delete duplicates and drafts
· Create archive folder in the projects folder on L: OR clearly mark files to be retained permanently
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