
1. Types of data 

 What kinds of data are you collecting?  (Survey, interview, observation, machine or instrument 

collected, physical samples, models, etc.) 

 What formats will the data be in? (Paper, digital, image, audio, other) 

 How much data will you collect? (Number of files, size of files) 

2. Data formats and standards 

 Do you have coding sheets, data dictionaries or other documentation to explain terms, variable names, 

codes and abbreviations used? 

 Have you provided documentation describing how the data were collected or created? 

 Have you used standard collection methods, standard data formats, and standard file format choices (if 

these exist for your research field)? 

3. Data access 

 Are your data, records, and files labelled and logically organized? 

 Have you described privacy and security requirements? 

 Have you removed personal or sensitive information from your data to ensure privacy protection? 

 Describe the process someone would take to access your data. Who controls the access (e.g., Principal 

Investigator, student, lab, University, funder)? 

 Have you established who owns the copyright of your data?  

 Do you have documentation on how institutional and personal credit should be acknowledged for your 

data? 

4. Data use and distribution 

 If you allow others to reuse your data, how will the data be discovered and shared? 

 Check to see if your funder has any sharing requirements? 

 Address the intended audience of your dataset. Who will use it now? Who will use it later?  

5. Data preservation and archiving 

 Have you made arrangements for the long-term storage and preservation of your data (both physical 

and digital collection items)? 

 Do you have data security plans in place to ensure that copies of your data are stored and backed up on 

a regular basis? 

 If there are costs associated with depositing your data in a digital repository, or otherwise ensuring 

their long-term preservation, do you have funding to cover those costs? 

 Are you using data formats and software that enable sharing and ensure long-term validity of data, 

such as non-proprietary software and software based on open standards? 

 How will your data be destroyed? 

 

You can use this checklist to: 

 Create a research data management plan and document your research data management activities; 

 Identify areas of potential difficulty or conflict that need to be resolved; 



This checklist is based on the Digital Curation Centre Data Management Plan 

(http://www.dcc.ac.uk/resources/data-management-plans), Arizona State University Data Management 

Plan Checklist (https://lib.asu.edu/data/plan) and Barwon Health Research Data Management Plan 

Checklist 
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