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Data management plan (DMP)
DCC-PO, version October 7, 2025
Use this form to draw up a data management plan (DMP). The form consists of five sections and is based on Science Europe's “Core Requirements for Data Management Plans” and NWO's data management plan (September 2020 version). 
The document was designed to make recording all aspects of data management as simple and straightforward as possible. As it is a living document, a data management plan should be regularly reviewed and updated to reflect any changes. 
Effective data management saves time throughout the research process before, during and after the study, and it supports both scientific integrity and the principles of Open Science. This starts with working in a FAIR manner, and an important part of that is the use of proper data documentation. 
The Digital Competence Center for Practice-Oriented Research (DCC-PO) has developed various tools to support a FAIR manner of working, such as the practical guide to making data FAIR, or the data documentation guide. The DCC-PO website also offers training videos and more.

	1. 
	General project information

	1.1. 
	RAiD:
	Persistent Identifyer (PID): Research Activity Identifier

	1.2. 
	Project number:
	The project number used within your own institute. 

	1.3. 
	Project title:
	 

	1.4. 
	Project type:
	Select all that apply (multiple answers possible): 
· Internal (subsidized) project
· Externally subsidized project, such as a grant, contract, or commercial (explain who the project lead partner is)
· Collaboration/ consortium (explain who the project lead partner is)

	
	Who is the project lead partner?
	If applicable: indicate who the project lead partner is.

	1.5. 
	Grant provider: 
	If applicable

	1.6. 
	Grant ID/ reference number:
	If applicable

	1.7. 
	Brief description of the research: 
	Provide a brief description of the research,,or provide a link to the research proposal.

	1.8. 
	Is there a pre-registration for the research? 
	· No
· Not yet, but it is intended.
· Yes, namely... (please explain) 

	
	Reference pre-registration:
	If applicable: add a reference to the pre-registration by means of persistent identifier or link.

	1.9. 
	Start date project:
	yyyy/mm/dd

	1.10. 
	End date project:
	yyyy/mm/dd

	1.11. 
	Project lead:
	Name:

	
	
	ORCID: Open Researcher and Contributor ID, https://orcid.org

	1.12. 
	Principal investigator:
	Name:

	
	
	ORCID: Open Researcher and Contributor ID, https://orcid.org

	1.13. 
	Consulted data steward: 
	Name:

	
	
	Date of consultation: yyyy/mm/dd

	1.14. 
	Date last adjustment DMP:
	yyyy/mm/dd

	2. 
	Data collection and use

	2.1. 
	Will existing data be reused?
	· Yes, answer questions 2.2. and 2.3. (proceed to question 2.6. after)  
· No, proceed to question 2.4. and 2.5. 

	2.2. 
	How is the source of the reused data documented?
	Select all that apply (multiple answers possible): 
· DOI
· URL
· Descriptive metadata (title, author)
· Other, namely... (please explain)

	
	Explanation:
	Explanation ‘Other, namely...’

	2.3. 
	Are there any terms of use for the reuse of this data? 
Proceed to question 2.6. after this question.
Click here for more information about IP rights, CC-licences and informed consent. [Each institution can link to its own documentation here]
	Please select all that apply (multiple answers possible): 
· IP rights
· A license, namely:
· CC0
· CC-BY
· CC-BY-SA
· CC-BY-ND
· CC-BY-NC
· CC-BY-NC-SA
· CC-BY-NC-ND
· Informed consent
· Other, namely…(please explain)

	
	Explanation:
	Explanation version number CC license (e.g. 4.0) or explanation ‘Other, namely...’

	2.4. 
	In which sources or repositories was existing data searched for?
Ask your institution's data steward for advice on the right locations and/or repositories to search for data.

	Select all that apply (multiple answers possible): 
· Within your own institute
· Within the company/ institute where the research will be conducted
· Through a publication
· In an online data repository or catalogue, such as DANS data stations, DataverseNL, 4TU.ResearchData, Figshare, re3data.org. 
· Other, namely…(please explain)

	
	Explanation:
	Explanation ‘Other, namely...’

	2.5. 
	Why was existing data not reused?
	Select what applies: 
· No data exists
· The existing data are outdated and no longer relevant
· The data are of insufficient quality
· There is no permission to use the data
· Other, namely… (please explain)

	
	Explanation:
	Explanation ‘Other, namely...’

	2.6. 
	Will new data be collected, produced or generated?
	· Yes
· No

	2.7. 
	Will different data files be combined or will new data be added to an existing dataset?
	· Various data files or sets will be combined
· New data will be added to an existing dataset
· Not applicable 

	2.8. 
	Please describe the nature and content of the data that will be collected or produced:

	Dataset version
	Data type + number (estimate)

	Format/form

	Amount (estimate)
	Personal data?

	For example raw data, cleaned data and/or final data.
	For example 20 interviews, 50x3 sensor-measurements, 100 ground samples, 2 focus groups, etc.
	For example paper, xml, csv, txt, docx, pdf, mp3, mp4, samples for in the freezer, etc.
	For example amount in KB, MB, GB, TB, or weight, size, etc.
	Yes/no

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	2.9. 
	What existing software is used for collecting, processing, and analyzing data?
	For example, AI tools/algorithms (such as the AI act), survey tools, transcription tools, ATLAS.ti, SPSS, JASP, R-Studio, Jupyter Notebook, MATLAB, etc.

	2.10. 
	Will a tool and/or software be developed for collecting, processing, and analyzing data?
	· Not applicable
· Yes, namely... (please explain)

	
	Explanation:
	Explanation ‘Yes, namely…’. Briefly explain what kind of tool and/or software you are developing, draw up a software management plan, and refer to it here.

	2.11. 
	What (physical) tools, materials, and/or other equipment are used for collecting, processing, and analyzing data?
	List all materials that require specific settings/calibration and/or materials that still need to be purchased. E.g., centrifuge, microscope, sensors, video or audio recording equipment, etc.


	2.12. 
	What is the expected size of the data?
	· 0-10 GB
· 10-25 GB
· 25-50 GB
· 50-100 GB
	· 100-500 GB
· 500 – 1000 GB
· > 1000 GB

	2.13. 
	a. Where will the data and data documentation be stored during the research project?
	Select all that apply (multiple answers possible): 
· According to the policy of your own institution ([To be added per institution: name of Research Drive for the institution / name of storage facility for the institution]). Proceed to question 2.14.
· Physical storage, namely...(please explain in question b)
· Other, namely...(answer questions b en c) 

	
	b. Explanation:
	Explanation ‘Physical storage, namely…’ of ‘Other, namely...’ . If “Other, namely” is selected, indicate why another storage location has been chosen, which storage location this concerns, and where the storage location (e.g., a server) is located (within/outside the EEA).

	
	c. What security measures apply to the storage?
	Please select all that apply (multiple answers possible): 
· Regular back-ups
· ISO-certification 27001
· Encrypted storage (= encryption of data)
· Access via username and password
· Access via multi factor authentication (MFA)
· Other, namely.... (please explain)

	
	d. Explanation question c:
	Explanation ‘Other, namely...’ question c. 

	
	Datadocumentation

	2.14. 
	How are the data described and documented during the study?
Please indicate how the research process and data are being documented. For more information and inspiration, refer to the DCC-PO guide on data documentation.
Consider using a naming convention for all documents, such as [yyyymmdd_Descriptive_document_name].

	Please select all that apply (multiple answers possible): 
· Use of a metadata standard on data level, namely...(please explain)
· README file (for more informatie, see the DCC-PO guide on data documentation)
· Lab journal/logbook
· Code book
· Embedded (meta)datafiles (E.g. embedded camera settings in pictures)
· Historical report
· Instructions (E.g. measuring instructions or interview instructions)
· Interview questions/ topic list
· Measurement instruments (E.g. standardized questionnaires)
· Other, namely... (please explain)

	
	Explanation:
	Explanation choice metadata standard or ‘Other, namely…’

	2.15. 
	Will specific codes, classifications, or ontologies be used?
	

	3. 
	Legal and ethical aspects

	3.1. 
	a. Does the research include sensitive topics and/or studies involving human subjects?
This not only includes privacy sensitivity, but also societal and/or corporate sensitivity. For more information, see [link to information from your institution].
	Please select what applies: 
· Yes, a submission to the ethics committee is necessary (please answer question b).
· No (please explain) 

	
	b. If ‘yes’: where in the submission process of the ethics committee is the project now?
	· The process has not yet been started.
· The application has been submitted, but no response has been received yet.
· Approval has been received.

	
	c. Explanation:
	Explanation ‘No’: please explain how you can be certain the research does not involve sensitive topics, among other things.

	3.2. 
	Does this research involve testing or developing medical devices intended for diagnostic or therapeutic purposes?
	Please select what applies: 
· Yes, read more about what is required in the (information about) medical device legislation, or visit [To be added by each institution: page MDR information/procedure/policy of your own institution].
· No

	3.3. 
	How are data ownership and intellectual property rights for the data formalized?
	Please select what applies: 
· The collective labor agreement (CLA, or CAO in Dutch) and/or the internal policy of the organization applies (there is no collaboration with third parties and/or the research generates its own data).
· There is collaboration with third parties, and agreements have been formalized in a consortium or collaboration agreement, with involvement from a corporate lawyer.
· Other, namely...(please explain)

	
	Explanation:
	Explanation ‘Other, namely...’

	3.4. 
	a. Does the collected and/or generated data contain personal data?
	Please select what applies: 
· Yes (please consult the privacy officer of your own institute and proceed to question b)
· No (proceed to question 4.1)

	
	b. If ‘yes’: what measures are being taken to ensure compliance with privacy laws and regulations?
	Select all that apply (multiple answers possible): 
· (pre)DPIA
· Informed Consent
· Anonymization/ Pseudonymization of the data, namely:
· Encryption (e.g. replace a name for a neutral code)
· Generalization/categorization of data (e.g. age categories)
· Data disruption (structural adjustment of a data object)
· Use of tools to this end, namely.. (please explain)
· Blurring faces/identifiable features
· Audio distortion or use of a censor beep
· Other, namely... (please explain)
· Access and permissions matrix
· Key file kept separate from the data
· Other, namely... (please explain)

	
	c. Explanation:
	Explanation of the choice of tools used or the choice(s) ‘Other, namely…’

	4. 
	Long term storage and data sharing (archiving & publication of data)

	
	Data archiving (standard archiving)

	4.1. 
	How long will the data be retained after the completion of the project?
In the context of scientific integrity, data is generally required to be archived for 10 years after the conclusion of the research. The duration of the retention period may vary depending on agreements with collaboration partners and/or funding bodies.
	Please select what applies: 
· At least 10 years after the completion of the research.
· At least 15 years after the completion of the research (in accordance with the Dutch Medical Research Involving Human Subjects Act - WMO).
· Other, namely... (please explain)

	
	Explanation:
	Explanation  ‘Other, namely...’

	4.2. 
	Where will the data be archived after completion of the research?
	Please select what applies: 
· Within the institution’s own archiving facilities.
· Other, namely... (please explain)

	
	Explanation:
	Explanation  ‘Other, namely...’

	
	Making data available for reuse (data publication)

	4.3. 
	Are (any of) the collected data suitable for reuse in future research?
NWO and ZonMw require that at least the data underlying scientific publications be made available at the time of publication, unless there are justified reasons not to do so.
	Please select what applies: 
· All data will be published in a repository (proceed to question 4.4).
· Only part of the data will be published in a repository (please explain and proceed to question 4.4).
· Only data documentation and/or metadata will be published in a repository (please explain and proceed to question 4.4).
· The data will be reused within the same institution but will not be published (please explain and proceed to question 5.1).
· None of the data may be reused or published (please explain and proceed to question 5.1).
· Other, namely... (please explain)

	
	Explanation:
	Please explain when data will be only partially or not published at all, and the reasons for this. Reasons for not publishing may include, but are not limited to: GDPR compliance issues, national security, commercially sensitive information, and/or intellectual property rights.

	4.4. 
	In which repository will the (meta)data be published?
Consult the data steward of your own institute for advice on the appropriate locations and/or repositories. 
	Please select what applies: 
· Repository of the institution itself ([the institution can add the name of its own repository here, such as DataverseNL])
· DANS data stations
· 4TU.ResearchData
· A suitable repository still needs to be selected 
· Other, namely... (please explain)

	
	Explanation:
	If a different repository was selected, please indicate which repository it is, and what persistent identifier (e.g. DOI) and metadata standard will be used.

	4.5. 
	Under what terms of use will the data be published?
Click here for more information CC-licences.
	Please select all that apply (multiple answers possible): 
· A license, namely:
· CC0 (Please note! This constitutes a waiver of (copyright) rights)
· CC-BY
· CC-BY-SA
· CC-BY-NC
· CC-BY-NC-SA
· CC-BY-ND
· CC-BY-NC-ND
· Restricted access, namely…( please explain)
· Additional conditions, namely... (please explain)

	
	Explanation:
	For restricted access, please indicate the procedure for obtaining access. For additional conditions, please indicate what the additional conditions are.

	4.6. 
	When will this data become publicly accessible and is there an embargo period?
NWO and ZonMw require that at least the data underlying scientific publications be made available at the time of publication, unless there are valid reasons not to do so.
	Please select what applies: 
· Data will be made available when the article is published
· Data will be made available after completion of the project
· Data will be made available after completion of the project (under embargo)

	
	Explanation:
	Please explain when data will be made available. If there is an embargo period, please indicate why an embargo period has been chosen and what the duration of the embargo period is.

	4.7. 
	What additional data documentation will be published (along with the data)?
For more information and inspiration, refer to the DCC-PO guide on data documentation.
Consider using a naming convention for all documents, such as [yyyymmdd_Descriptive_document_name].

	Please select all that apply (multiple answers possible): 
· Readme file (for more informatie, see the DCC-PO guide on data documentation)
· Lab journal/logbook
· Code book
· Embedded (meta)datafiles (E.g. embedded camera settings in pictures)
· Historical report
· Instructions (E.g. measuring instructions or interview instructions)
· Interview questions/ topic list
· Measurement instruments (E.g. standardized questionnaires)
· Other, namely... (please explain)

	
	Explanation:
	Explanation  ‘Other, namely...’

	5. 
	RDM division of tasks and costs

	5.1. 
	Identify the various data management tasks in the project:

	Task
	Name

	Role/function

	Affiliation

	E.g., data collection, data analysis, metadata production, data quality assurance, (FAIR) data storage, archiving, data sharing, DMP implementation, review, and revision.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	5.2. 
	How are the costs of data management for the project covered financially? For example, the sharing and long-term storage of research data and personnel deployment.
	Please select what applies: 
· The costs are included in the budget.
· All necessary resources (financial and human resources) for storing and preparing the data for sharing and long-term storage are available at no additional cost.


NB. The DCC-PO data management plan template is based on:
· NWO (2020). NWO Data Management Plan Form  (version September 2020). Retrieved on May 8, 2025 from https://www.nwo.nl/research-datamanagement
· Science Europe (2021). Practical Guide to the International Alignment of Research Data Management. Retrieved on May 8, 2025 from https://doi.org/10.5281/zenodo.4915861

Copyright: The textual content of this publication is subject to the CC-BY 4.0 license (creativecommons.org/licenses/by/4.0). Logos and corporate identity used are subject to copyright and may not be reused without permission.
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