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Extensive efforts will be made to ensure and maintain participant confidentiality. All identifying information must be maintained in a secure area at all times. Source documentation must be maintained in a separate folder. When documentation has to be made available for Data Collecting Center (DCC), copies of the source (Excel spreadsheets) should be forwarded to the DCC with only Subject ID number visible and personal information obscured. 
The DCC staff has access to the Subject ID number for data management purposes. All communication between the DCC staff and the clinical center staff regarding participant data occurs via the Subject ID number only. However, please never obscure information on the original/source documents. The staff at the DCC will not have access to any participant locator or identifying information available to the clinical center. 
The participant is logged in the Excel spread sheet and assigned a Subject ID number. Each participant should be assigned the next available Subject ID number. All communication with the DCC regarding individual participants must be through the Subject ID number and your clinical center code. Once a Subject ID number has been assigned, it should never, for any reason, be reassigned. The Excel spreadsheet form should be stored in a secure, locked filing system and a backup copy of this file should be made at the end of every other week and the copy stored in a separate, secure location. 
· The 6-digit Participant ID number is composed as follows: 
· The first three digits of the number is the clinical center code number (1). 
· The last 3 digits indicate the sequential ordering of participants. 
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	Clinical Center Code 
	Participant ID 
	Name
	Medical Record 

	103 
	103001 
	Cara Smith
	######

	103 
	103002 
	
	

	103 
	103003 
	
	

	103 
	103004 
	
	

	-----
	------
	
	---------

	103
	103099
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