
 
 

Working with the RDO 
 
 In order to facilitate the efficient development and conduct of your research project, we 
request that investigators make themselves available to meet with RDO staff and allow 
adequate time for the work to be completed.  
 
To initiate the development of a new research project, RDO staff must first discuss key details of 
the study with the principal investigator including: 
 

• Study objectives  
• Key  endpoints for analysis 
• Study design and  conduct 
• Specific issues for statistical analysis  

 
 
In order to analyze data generated from an existing research project, the RDO requires the 
following information before any statistical analyses can commence: 
 

• A complete validated data set in an electronic format  
• Documentation of variables, units of measurement and coding for each data set 
• Confirmation that IRB or IACUC approval was obtained for the study (if applicable) 

 
 
To expedite statistical analysis by RDO staff, data should be presented in electronic format, 
preferably as an Excel spreadsheet, along with a data dictionary that explains the meaning of 
the variables to be analyzed.  Please follow these tips for recording data: 
 

• Variable headings (eg: Gender) should be in the first row of your spreadsheet and 
values of the variables (eg: Male or Female) will be recorded in subsequent rows for 
each subject 

• Each cell must contain a single numerical or character value.  Variables should not be 
combined into a single cell (eg: gender/age = M/28). 

• Units (inches, ml, mg/m2, years, etc) should be listed in the variable header on in a 
separate a column 

• No cells should be left empty. Missing data should be entered as a period (.) 
• Preferred format for dates is mm/dd/yyyy, since this is least prone to entry errors 
• For longitudinal studies, baseline/demographic data can be recorded on a separate 

spreadsheet or file as long as all sheets contain identical patient identifiers to link the 
files  

• This data should be de-identified before sharing with RDO staff. 
 
   
 


