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	TOOL 18
	[TOOLS & STEPS AT A GLANCE]



	SECTION AND STEPS
	TOOLS

	Section I: 
The Big Picture Perspective
	Tools You’ll Use to Assess Your Current Efforts… 

· Use the Tool 1: Policy Discussion Checklist to study the policy and discuss your team’s interpretations.
· Use Tool 2: Data Life Cycle Infographic to assess your current practices.

	Section II: Quality Data Management
	Tools You’ll Use to Improve Your Data Management Practices…

· Use Tool 3: Digital Curation Centre (DDC) Data Management Plan Questionnaire to address data management activities for your award.
· Use Tool 4: UMN Metadata Codebook to guide the metadata details you capture.
· Use Tool 5: Stanford File Naming Handout as you consider how to name your files and spreadsheets.
· Use the Tool 6 Informed Consent Template when you speak with potential participants.
· Use Tool 7: Ethics and Privacy Talking Points when discussing privacy and confidentiality with potential participants.
· Use Tool 8: Incorrect Example of DDL Submission to understand what unacceptable submissions to the DDL look like.
· Use Tool 9: Correct Example of DDL Submission to understand proper file structure.

	Section III: 
A Step-by-Step Process: Proposal Through Submission
	
Tools You’ll Use to Prepare Your Data for Submission to the DDL… 

· During Section 4.3, Receiving the Award, Step 2, use Tool 10: DDL Compliance Checklist to negotiate and communicate data specifics related to your program efforts. (This tool also applies to Section 5.)
· During Section 5, use Tool 11: DDL Registration/Submission Form to prepare and ready your data to be submitted to the DDL.
· During Section 5, you will also use Tool 17, the Sample DDL Tracker to monitor data capture, registration and submission.
· To be sure your efforts on track, you may also consult Tools 12, 13, and 14, which serve as examples of a data spreadsheet, data dictionary, and program reference report.

	
Section IV: Other Contextual Considerations

	


Tools You’ll Use as Reference Materials…

· Use Tool 12: Uganda Agric Practices Codebook, Tool 13: Uganda Agric Practices Data, and Tool 14: Case Study Reference Material as examples of the types of materials you may submit.
· Use Tool 15: Requesting Compliance Guidance from Prime when you need an email template to guide your partner interaction.
· Use Tool 16: UK Costing Tool to help determine the types of data-related expenses that may be incurred during your efforts.
· Use Tool 17: Sample DDL Tracker to monitor progress. This tool is particularly useful during the data registration and submission process.
· Use Tool 18: Steps and Tools at a Glance when you want to view all of the tools available within this guide and their associated steps and activities.
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