Checklist to produce clean data
This checklist provides researchers with a quick reference to ensure clean, reliable, and reusable data from the very beginning of their projects.

Project planning stage
	|_|
	Define data standards and formats before starting to collect data (community standards, ontologies), e.g. naming conventions

	|_|
	Define controlled vocabularies

	|_|
	Prepare for manual data entry error minimisation where useful (drop-down menus, validation rules), e.g. for chronological information

	|_|
	Create documentation / guidelines for project members

	|_|
	Clarify data reuse conditions if you reuse data



Working with data stage
	|_|
	Use clear naming conventions for files, variables, and categories

	|_|
	Use ISO date format for files (YYYY–MM–DD)

	|_|
	Avoid ambiguous labels and keep terminology consistent

	|_|
	Continuously update the guidelines to document transparently decisions taken in not-anticipated situations

	|_|
	Validate data regularly (scripts, consistency checks), check for typos, duplicates, and missing values

	|_|
	Minimise manual data entry errors by using e.g. drop-down menus instead of free-text

	|_|
	Respect ethical and legal standards (privacy, copyright, informed consent)

	|_|
	Collect only the data you need



Archiving data stage
	|_|
	Provide clear and standardised metadata including legal information (license, copyright, authorship)

	|_|
	Provide extensive paradata: document data collection methods, tools and workflows transparently

	|_|
	Pseudonymise or anonymise sensitive data where necessary and appropriate
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