	TOOL 10
	[DDL COMPLIANCE CHECKLIST]



	DESCRIPTION
	Yes
	No
	N/A
	PERSON OR POSITION RESPONSIBLE
	NOTES

	1. Data Set List Development and 
Approval

	1.1 Has a list of data sets been developed that includes all intellectual work to be developed for the project, including:
	
	
	
	
	

	a. Baseline, midterm, endline reports
	
	
	
	
	

	b. Special and/or research studies
	
	
	
	
	

	c. Annual reports
	
	
	
	
	

	1.2 Has the list of data sets been submitted to the relevant operations officer for submission to the AOR?
	
	
	
	
	

	1.3 Has an access level (public, restricted public, non-public) been identified for each data set?
	
	
	
	
	

	Have you received confirmation from the AOR that the list of datasets and policies for submission have been received and/or approved?  
	
	
	
	
	

	2. Data Set Tracking

	2.1 Have you determined how approved data sets will be tracked?
	
	
	
	
	

	2.2 Have all tracking variables for each data set been specified?
	
	
	
	
	

	3. Data Set Preparation 
(please assess for each data set 
separately)

	3.1 Has the data set been reviewed for completion and accuracy, including cleaning, formatting, removing outliers, and de-identifying?
	
	
	
	
	

	3.2 Does the data meet USAID’s quality standards, such as those outlined for performance monitoring data in ADS 203.3.11?
	
	
	
	
	

	3.3 Has a list of proposed accompanying documentation been agreed upon and developed as needed, including:
	
	
	
	
	

	a. Data collection tools
	
	
	
	
	

	b. Informed consent document
	
	
	
	
	

	c. Data dictionary/code book (Food For Peace Awards must meet FFP data dictionary requirements)
	
	
	
	
	

	d. Enumerator/Supervisor field manual (for Food For Peace Awards)
	
	
	
	
	

	e. Documentation of data cleaning process and data losses and inconsistencies uncovered (for Food For Peace Awards)
	
	
	
	
	

	f. Syntax file detailing steps followed to prepare data (for Food For Peace Awards)
	
	
	
	
	

	g. Weight files including final sampling weights (for Food For Peace Awards)
	
	
	
	
	

	h. Documentation of sampling frame and sampling strategy (for Food For Peace awards)
	
	
	
	
	

	i. Readme file (for Food For Peace awards)
	
	
	
	
	

	[bookmark: _GoBack]3.4 Annual data sets – Has the data reported in annual reports been reviewed and the approach to present data been agreed upon by SII and the field team?
	
	
	
	
	

	3.5 Annual data sets – has an example annual report data set been drafted and reviewed?
	
	
	
	
	

	3.6 Have the data reported in the data set been compared against the values reported in the corresponding report?  If there is a discrepancy between the data set and the report, has a written justification/explanation been developed?
	
	
	
	
	

	4. Data Set Submission (please assess 
for each data set separately)

	4.1 Has the dataset been registered through the DDL Website at www.usaid.gov/data?
	
	
	
	
	

	4.2 Have instructions been received from USAID on submitting datasets?
	
	
	
	
	

	4.3 Has the dataset and all supporting documentation been submitted through the DDL website? 
	
	
	
	
	

	4.4 Was the dataset submitted within 30 days from the date the intellectual work was finalized?
	
	
	
	
	

	4.5 Has confirmation been received from USAID that the dataset was received?
	
	
	
	
	

	4.6 Has the DDL tracker been updated with the dataset form submission date, the dataset submission date, and confirmations from USAID?
	
	
	
	
	

	5. After award submission

	Have all datasets and supporting documentation that have not previously been submitted to the DDL been submitted within 30 calendar days after award completion, along with an index of all datasets and intellectual works created or obtained under the award and an itemized list of any and all DDL submissions?
	
	
	
	
	

	Has the itemized list of data sets been submitted to the AOR?
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