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1. Review Concept Proposal to formulate a plan
a. Understand project aims, hypotheses, and proposed analyses.

b. Determine variables needed.
c. Directly relate variables from concept proposal to mater datasets.
d. Define derived variables as needed.
e. Determine how date should be represented

2. Identify questions for Principal Investigator (PI), statistician(s), or Regional Data Manger (RDM). {Example: What is the specific definition of “OI”?}
a. E-mail questions to appropriate personnel {cc RDM}.
b. After clarification, update the concept proposal as needed and circulate to PI, statistician(s), and RDM for approval.
3. Define Cohort

a. Create an outline describing the subset of patients to be included in this project.

b. Use written language as opposed to programming language.  
c. This outline can then serve as documentation in a SAS program.
4. Identify visit records to be included in the final longitudinal dataset if applicable.

5. Identify visit records to be used in the calculation of derived concepts such as time to event variables that will be stored in the cross-sectional dataset.
6. Write the SAS program to create the necessary dataset(s) 
7. Review program and working datasets based on the initial plan, taking an iterative approach.
a. Review all merge statements to confirm appropriateness and accuracy.

b. Review algorithms for derived variables.

c. Examine datasets to verify results are as expected by
i. Reviewing frequencies, means, and simple observation listings.
ii. Sorting datasets and looking at the actual data, compare dates, review ranges, etc.  SAS viewer is a great tool for this.

d. Make corrections to the program as needed.
e. Repeat.
8. Save permanent copy of intermediate datasets if needed
9. Create permanent final datasets and review against the concept proposal to verify that all necessary variables are included.

a. When possible, generate results to complete requested tables.  This will help confirm that the statistician will have the necessary data to complete the full analysis.
10. Create a cover page describing the analysis datasets.  This should always be provided with the datasets.  See example ElulIncidentPregDSnotes.doc.
11. Along with the analysis datasets, all programs, logs, and output files used to create the datasets are to be submitted to the East Africa IeDEA Regional Data Manager (Beverly Musick bsmusick@iupui.edu) for review and approval prior to distribution to statistician or investigator.  It would also be helpful if the RDM were cc’d on any related correspondences with the statistician or investigator.
12. Only identifiers (such as PTIDNO, EASITECODE, etc) and variables relevant to the concept proposal should be included in the analysis datasets. 
13. Please use the following convention for naming analysis datasets:
First 3 characters are lead author's/investigator's initials (use first and last initial if middle unknown); 

Next several characters provide brief description of dataset;

Last character = 'd' for demographics (cross-sectional data); 'l' for longitudinal data
14. Format all dates as date9. to avoid confusion between US and English date formats.
15. SAS is the preferred format but other data structures will be considered if necessary. 

