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Data Integrity Checklist
In order to improve efficiency and accuracy in data analysis, it is important to provide clean datasets. These datasets should be free of errors, in a finalized format, and contain all data necessary for analysis. To help facilitate the creation of such dataset, utilize the checklist below to ensure some common issues are eliminated and best practices implemented prior to submission. Many of these pitfalls can be avoided using a database software, such as RedCap. If permissible by your IRB and the resources available, we strongly recommend the use of this software to aide with your data management. Please make sure to provide a data dictionary will your dataset as well. This should outline what variables and their values represent, as well as any other clarifying information.
	Variables
	Checked (Yes/No)?

	1. Short and meaningful names: The shorter the name, the less room for error due to spelling mistakes. However, the names themselves still need to be meaningful. Some lexicons to avoid: 
· Meaningless names (e.g. tmp, baz)
· Abstract names (e.g. data, object, thing)
· Numeric suffixes where the number has no meaning (e.g. final2)
· Overly short names (e.g. a, aa, aaa)
· Overly abbreviated names (e.g. HspDsch, flup)
· Overly long names (ReceivedAssignedTreatmentGroup)
· Similar names (e.g. PainGp, PainGrp)
	

	2. No numbers or special characters prefacing a variable: Generally, data provided in an Excel format will be loaded into a statistical software (such as SAS or R) which has difficultly loading variables that begin with a special character or number (e.g. #discharged, 2measure).
	

	Input Categorization
	

	3. Type: Keep input of the same type throughout the variable. Make sure that there are not text entries in a numeric variable and vice versa. This is often visually apparent in Excel as values formatted as text will be on the left side of the cell, and numeric will be on the right. 
	

	4. Consistency: Make sure there is consistent coding throughout the variable. This increases efficiency as analytical software programs are particular and do not recognize differences that may seem second nature (e.g. Male vs. male vs. M).
	

	5. Single responses: Check that entries do not contain multiple responses.
	

	6. Outliers: Perform rudimentary checks (i.e. filter or take max/min values in Excel) to look for any outlier values in the data. It is important to retain them in the dataset, unless they are clearly a clerical error, and equally vital to let the statistician know that they are abnormal so they can be accounted for in the analysis.
	

	7. Duplicates: Check that there are only unique entries in the dataset. A simple check could be to utilize conditional formatting in Excel to highlight these duplicates for removal.
	

	8. Missing data: Make sure that any blanks in the data are by design and missing for a reason. It is important to leave missing data in the dataset as it provides context to the analysis. 
	

	Other Best Practices
	

	9. PHI: Remove PHI unnecessary to the analysis such as names. If you are not using RedCap, and need to transmit data that contains PHI, we will work with you to perform a secure transfer. 
	

	10. Highlighting/Color/Filtering (Excel): Remove any filters and color coding on the data as statistical software is blind to them. If they were there to create groups or highlight other important characteristics, create a separate variable to encapsulate this information.
	

	11. Text Fields: Generally, text fields are discouraged (especially long, free-form text) as they have a high probability of transcription errors and are difficult to analyze. Extract vital data from text fields and place in additional variables if possible. 
	

	12. Include an ID: Make sure each row has a unique identifier (often numeric). Multiple IDs may be necessary depending on the structure of your dataset. For instance, if there are multiple rows pertaining to lab measurements for a subject, there should be a subject and lab ID. 
	

	13. Check Causal Pathways: If one variable relies on another, make sure the conditional logic is correct. For instance, if there is a lab value that would only be collected for females, make sure there are not valid entries for males. 
	

	14. Multiple Datasets: It is preferable to have one master dataset (e.g. one single Excel spreadsheet) so if possible, please consolidate. If it does not seem feasible to do so, or it is preferable to have separate datasets, please make sure to provide a “key” value/s that allows them to be tied together.
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