RQ-2019-___-___-___        Run___
Data Management (to be completed by field personnel) 
      Date sampled				 Date: _____________	initials: _________
      Entered into MAT			               Date: _____________	initials: _________
      In SMP Tracker 				 Date: _____________	initials: _________
      RQ Sheet – from LIMS (display/print request)
Ready for folder system (top)
LIMS processing (to be completed by field/office personnel) 
      Field Sheets scanned into local folder and 
           initialed/dated on Field Sheets                     Date: _____________	initials: _________
      New Field IDs created (when appropriate) Date: _____________	initials: _________  NA
      Field parameters entered into LIMS	Date: _____________	initials: _________
      Date submitted for QA/QC			Date: _____________	initials: _________
      Create entry in SMP Station Creation File if new station is used 
	
Digital Archiving
      Digital field Sheets put into archive	Date: _____________	initials: _________	
[bookmark: _GoBack]      Photos put into archive    			Date: _____________	initials: _________ NA
      Lab results put into archive (CB/WB)	Date: _____________	initials: _________

WINS processing (Cheryl/Whitney)
      Field parameters QA/QC in LIMS	Date: _____________	initials: _________
      Data migrated to WINS		Date: _____________	initials: _________
      Update “Data Tracker” in SMP Tracker

Notes:  


