Enterprise Dataset Promotion Workflow Step-by-Step Checklist

1. Decide to become a data steward or accept a request to become one.
2. Identify appropriate relationships and explore capacity for staff to fill various roles.  
a. Should there be sub-stewards?  Who?  
b. Who will be the ArcGIS server/geodatabase admininstrator?
3. Identify the correct candidate dataset for eventual promotion to DWR GIS Atlas.
a. Compare various datasets.  What are strengths and weaknesses of each?
b. Discuss options with sub-stewards and select best candidate dataset.
c. Begin developing draft data model.
d. Identify final products (feature data service, map service, etc.).
4. Initiate formal indication to DWR Enterprise GIS Committee (hereafter EGC) of intention to steward dataset.
5. Develop Initial Stewardship Plan.
6. Secure stewardship roles and obtain signoffs.
7. Submit candidate dataset.
8. Finalize draft data model and description documents.
9. Develop Geodatabase Management Plan.
10. Develop Archive & Maintenance Plan.
11. Submit Initial Stewardship Plan to EGC.
12. EGC’s Enterprise Architecture & Applications sub-committee (EA&A) will review and approve Geodatabase Management Plan and Archive & Maintenance Plan.  Revise these if necessary.
13. EGC’s Data Standards sub-committee (Data Standards) will review and approve candidate dataset selection and approve Data Model.  Revise these if necessary.
14. EGC signs off on Initial Stewardship Plan.
15. Ensure everyone involved in stewardship of dataset has appropriate accounts/permissions.
16. Ensure everyone involved in stewardship of dataset has necessary training.
17. Coordinate with any outside agencies, as necessary.
18.  Determine permissions, data security policy, and security management approach.
19. Develop and/or edit dataset to comply with current version of DWR GIS Data Standards.
20. Complete all metadata for dataset.
21. Have independent QA/QC conducted.  Obtained signoff of independent QA/QC certification.
22. Develop any end user or data sharing agreements, if necessary.
23. Complete Standards checklist.
24. Update DWR GeoPortal.
25. Publish dataset to Development DWR GIS Atlas geodatabase.
26. Submit Final Dataset Production Document to EGC.
27. EGC reviews document and submittal.  If EGC indicates changes, revisions, or additional work, complete those changes and re-submit to EGC.
28. EGC approves dataset for publication.
29. Dataset is migrated to publication environment.
30. Update DWR DataSpace default template.
31. Maintain dataset on ongoing basis.
