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Hints for individual items in DMP1: 

 
1.1 Method of acquiring and developing new data and/or reusing available data 

Option 1. New data 

How these data will be acquired, how they will be extracted, description of methodology, equipment 
used, processes used. 

• Describe the data acquisition processes e.g.: data were collected during laboratory 
experiments 

• Methodology used e.g.: quantitative, qualitative methods 
• With what apparatus/tools data will be collected e.g.: Microscopes and spectrometers 

Option 2. Reuse of existing data 

It must be demonstrated that the data come from reliable sources. Do we have rights to reuse the 
data? 

- What data will be collected 

- Source of data 

- Whether it can be reused 

- Owner of rights and conditions for re-use 

- Consents for re-use of data 

 

1.2 Data extracted or produced ( e.g. type, format, quantity) 

Type: 

- numerical data, 

- textual documents, 

- notes, 

- questionnaires, 

- results of surveys, 

- transcriptions 

 
1 Based on ‘Guidelines for applicants to complete a data management plan for a research project’ 
https://www.ncn.gov.pl/sites/default/files/pliki/regulaminy/wytyczne_zarzadzanie_danymi.pdf [accessed:  
24.11.2022] 
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- audio recordings 

- video 

- photographs, 

- contents of databases, 

- software, 

- results of computer simulations, 

- methodological protocols, 

- laboratory observations 

- Other: 

Volume: 

• Estimated data size ..............MB / GB / TB 
• Indicate the proportions of raw (unprocessed) data, processed data and other secondary 

outputs (e.g. reports). 

Format: 

What format the data will be in - open and standard formats should be used. 

• Data will be in open formats 
• Data will not be in open formats (justify why): 

 

Recommended data formats: 

 

Tables: .csv, SPSS (.dat/.sps), Stata, .tab 

Text data: .rtf, .txt, .xml., .odt 

Media: .aiff, .flac, .mp4, 

Images: TIFF, JPEG2000, PNG. 

Documentation: .rtf, PDF/A, .pdf, HTML, .odt 
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2.1 Metadata and documents (e.g. methodology or data extraction and how to organise the data) 
accompanying the data 

Metadata standards - this will make the data findable not only by other researchers but also by search 
algorithms. Research data repositories have appropriate formats for creating metadata. Data 
deposited in a recognised, domain-specific research data repository will have a metadata description 
according to the standard. 

• Standard imposed by the repository 

• Dublin Core 

• DataCite Metadata Schema 

• Domain standard (which): 

• Darwin Core 

• DDI 

• EBU 

• EAD 

• METS 

• INSPIRE 

• MODS 

• TEI 

• VRA 

• CIF 

Documentation - describe the types of documentation that will accompany the data to help users 
understand and reuse it. Documentation should describe the overall context of the collected data 

What the documentation describing the data will contain: 

• information on the source of the data, 
• information on the methodology of data collection, 
• the procedures used to collect the data, 
• definitions of variables or units of measurement. 

Will a readme file describing the data be included? 

Organisation of folders and files - use of a consistent coherent structure, naming files to reflect 
content, standard date format - so that content can be easily found and sorted. 

• How files and folders will be described 
• Whether controlled vocabularies will be used to describe the data 
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2.2 Data quality control measures applied 

1. Data produced in the course of scientific research: 

Procedures used - type of data production/collection control measures and their frequency. Describe 
how it is planned to control and document the quality and integrity of the data e.g. 

• calibration of equipment, 

• repeated measurements, 

• standardised methods with forms, 

• questionnaire templates, 

• control questions 

• data cleaning 

• data analysis/data management software 

• SOP (Standard Operating Procedures) 

• GLP (Good Laboratory Practice) 

• ISO 

• audit 

• trained personnel 

• procedures for the use of equipment 

• other: 

2. Reused data from other sources: 

Demonstrate that the data will be from a reliable source and will be appropriately documented. 

 

3.1 Storage and backup of data and metadata during research 

Where will data and backups be stored during research? 

• Cloud protected by a bilateral agreement with the university - e.g. OneDrive (Microsoft 360 for 

UG) 

• University server 

• Dedicated array 

• External drive (Caution: risk of damage, secure data additionally in cloud) 

• TASK service for NCN projects (100 GB storage + 200 GB back-up) 
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! Pendrive is not recommended (may be damaged, lost, stolen) 

! The use of private computers and laptops is not recommended 

! The use of commercial clouds (e.g. Google Drive, Dropbox, etc.) is not recommended  

Backups 

Follow the 3-2-1 rule (at least 3 copies, on two different media including at least one in a different 

location) 

• Describe how often the backup will be performed 

• Will it be an automated/manually controlled process, where and by whom? 

3.2 How to ensure data security and protection of sensitive data during research 

Who will have access to the data during the project, how will access be controlled? 

Does the data contain sensitive data? E.g.: 

• data revealing racial or ethnic origin, 

• data revealing political opinions, 

• data revealing religious or philosophical beliefs, 

• data revealing trade union membership, 

• genetic data, 

• biometric data (used for the purpose of uniquely identifying a natural person), 

• data concerning health, 

• data concerning sexuality or sexual orientation. 

If the data is confidential/sensitive you should outline any appropriate security measures and note any 

formal standards you will follow e.g. 

• encryption, 

• anonymisation, 

• strictly controlled access. 

Anticipating possible threats and risks and defining procedures and approaches. 

Physical security - (against unauthorised access, destruction, damage of media, theft). 

Digital security - (backup, strong password, anti-virus, firewall). 
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4.1 How to ensure compliance with personal data legislation and data security when processing 

personal data 

Will personal data (of persons other than team members) be processed in the study? 

NO - tick not applicable 

YES: We refer to the institution's Data Protection Policy: 

• UG Data Protection Officer. 

• Data Protection Policy at the University of Gdansk - Data will be collected and processed in 

accordance with the Data Protection Regulation: Order of the Rector of the University of 

Gdansk No. 163/R/21 on the Personal Data Protection Policy at the University Gdansk. 

• ICT Security Policy of the University of Gdansk: Order No. 37/R/22 of the Rector of the 

University of Gdansk dated 24 March 2022. 

Informed written consent should be obtained from study participants for participation in the study and 

data processing. 

Data should be properly secured (anonymisation, pseudonymisation, encryption) 

 

4.2 How other legal issues are managed, e.g. Intellectual Property Rights 

Identify the owners of rights to any data captured and produced. 

• Collaboration with another unit or use of another unit's equipment - the sharing of intellectual 

property rights should be agreed with the collaborating unit. 

• On what terms the data will be shared - it is recommended that standard Creative Commons 

licences are used. 

• Whether there are legal restrictions on the re-use of existing data - consideration of copyright. 

If using data from libraries or archives - adhere to rules and regulations. 

 

Ethical aspect - whether there are ethical contraindications, whether an evaluation is needed of the 

relevant committee e.g. faculty, university ethics committee, Bioethics Committee 
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Consents and permits for research - whether research requires permits specialist bodies. 

• UG will be the owner of the data produced 

• Division of rights governed by agreement with entity x 

• Rights will belong to another entity 

Data will be licensed: 

• CC-BY 

• CC 0 (transfer to public domain) 

• If different please justify why: 

5.1 How and when data will be made available. Possible restrictions on sharing data or reasons 

for embargo 

Examples of research data repositories: 

General purpose 

repositories 

Leading 

institution 

Information 

on files 

Relevant information 

Repod a national 

repository run by 

the ICM. UG has 

an institutional 

collection 

file up to 5 

GB, unlimited 

number of 

files 

free, provides DOI, metadata in 

DataCite schema 

MOST conducted by 

the Gdansk 

University of 

Technology 

files up to 2 

GB 

certified by Core Trust Seal. Assigns 

DOI, metadata in DataCite Schema. 

You should write an email requesting 

deposition rights: most@pg.edu.pl 

Zenodo the European 

repository 

created by 

OpenAire 

all data types 

and formats 

files, up to 50 

GB 

metadata downloaded in JSON 

format, Datacite schema, free, DOI 

https://repod.icm.edu.pl/dataverse/ug
https://mostwiedzy.pl/pl/open-research-data/catalog
https://zenodo.org/
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 conducted by 

CERN 

  

Mendeley data Elsevier all data 

types and 

formats 

files, up to 

10 GB 

free, assigns DOI 

Open Science 

Framework (OSF) 

Centre of 

Open Science 

All formats, 

up to 5 GB 

for private 

projects and 

50 GB for 

public 

projects 

Free, assigns DOI, both data and 

preprints can be deposited 

Figshare Digital 

Science 

Files up to 20 

GB, 

all formats 

DataCite and Dublin Core, DOI, free of 

charge up to 20 GB. For larger datasets, 

paid figshare+ service. 

 

 

 

 

 

 

 

 

 

 

https://data.mendeley.com/
https://osf.io/
https://osf.io/
https://figshare.com/
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repository field Data type and file formats Relevant 

information 

Pangaea Earth and 

environmental 

sciences 

Files up to 100 MB (larger files are 

deposited via a special link), formats 

gives DOI, 

Darwin Core and 

Dublin Core 

metadata 

schema, has 

Core Trust Seal 

certificate, 

Assistance of 

data curator 

Pride Biological 

sciences 

No file size limit, acceptable formats 

Raw, FASTA, baf, fid, dat, MS, 

SMS, mgf, mzTab, mzIdentML, json, 

xml, txt, xls, Other, mzML 

free, MIBBI 

metadata 

standard, gives 

unique 

PXD identifier 

https://www.pangaea.de/
https://www.ebi.ac.uk/pride/
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Repozytorium 

Danych 

Społecznych 

RDS 

Social 

sciences 

Qualitative data. Formats: ASCII, 

CSV,TSV, R, SAV, POR, DTA, SAS, STA, 

xls, xlsx 

Assigns DOI, free of 

charge, required to 

include study 

documentation 

(template on 

website) 

MX_RDR 

Macromolecul 

ar 

Xtallography 

Raw Data 

Repository 

Chemistry Preferred ZIP Assigns DOI, 

DataCite metadata 

schema, 

PDB 

Worldwide 

Protein Data 

Bank 

Biology, 

Chemistry 

PDBx/mmCIF Format , PDB PDB ID identifier, 

metadata standard 

mmCIF 

(Macromolecular 

Crystallographic 

Information File) 

HEPData Physical 

sciences 

Available file conversion tools on the 

website 

Assigns DOI 

CLARIN-PL Linguistics Collects language corpora, textual 

materials, statements and sources, 

lexical resources, dictionaries, word 

lists; language models and grammars 

of specific languages; tools, 

applications 

The OAI-ORE 

metadata standard, 

Dublin Core, gives 

the identifier 

handle 

https://rds.icm.edu.pl/
https://rds.icm.edu.pl/
https://rds.icm.edu.pl/
https://rds.icm.edu.pl/
https://mxrdr.icm.edu.pl/
https://mxrdr.icm.edu.pl/
https://mxrdr.icm.edu.pl/
https://mxrdr.icm.edu.pl/
https://mxrdr.icm.edu.pl/
https://mxrdr.icm.edu.pl/
https://www.wwpdb.org/
https://www.hepdata.net/
https://clarin-pl.eu/dspace/
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ARCHE Humanities Formats and metadata: 

https://arche.acdh.oeaw.ac.at/brows

er/for mats-filenames-and-

metadata#formats 

Handle ID. 

The repository has a 

Core Trust Seal and 

CLARIN certificate 

B. 

Free 

 

When will you make the data available? - Is there an embargo (how long). 

• Data will be made available as soon as possible - when the research results are 

published. 

• Embargo - (please justify the reason) 

•  Research data cannot be shared (justification): 

(Restrictions on sharing due to legal reasons, potential for commercialisation, confidential data, 

sensitive data, business secrets, etc.) 

If some collections cannot be shared or access must be restricted - you should explain why this 

is necessary (e.g. restrictions of a legal nature). In such cases metadata (describing the data) 

should be made available in the repository. 

5. 2 Method of selection of data to be stored and location of long-term storage (repositories, 

archives) 

Selection: 

Which data should be retained and which should be destroyed? On what basis do you decide 

which data to keep e.g. if the data can be reused to confirm the results of research, to conduct 

new research. Do you want to share data from an experiment that failed so that others do not 

replicate mistakes? Decide which data to keep and for how long. 

What will the selection process look like? 

Which data will be shared? 

Not all data need be made available in the repository - only those selected,cleaned, of the best 

quality. 

https://arche.acdh.oeaw.ac.at/browser/
https://arche.acdh.oeaw.ac.at/browser/formats-filenames-and-metadata#formats
https://arche.acdh.oeaw.ac.at/browser/formats-filenames-and-metadata#formats
https://arche.acdh.oeaw.ac.at/browser/formats-filenames-and-metadata#formats
https://arche.acdh.oeaw.ac.at/browser/formats-filenames-and-metadata#formats
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The requirement to make available applies to data that form the basis of publications, for 

verification of research results. 

Will raw data also be made available? - If not then the original raw data should be archived. 

• Raw data will be made available to verify research results 

• Raw data will also be made available 

• Selected data will be shared 

• Data will not be shared due to: 

Archiving: 

How long will they be kept - (according to NCN, the reasonable retention period for data is a 

minimum of 10 years) 

5.3 Methods or software tools for accessing and using data 

Will potential users of the data need specific tools to access and reuse the data? 

Will additional hardware or software be required for scanning or conversion? 

Describe the software used during data collection, tools (e.g. MatLab). 

FAIR principle (interoperability) - is it possible to be used by other people and entities (including 

machines). If the use of a collection requires the development of a translator, a way to map or 

convert formats, this indicates its limited interoperability. Thus, we can speak of full 

interoperability when the collection we have deposited is accessible via an API and its metadata 

additionally via the OAI-PMH protocol. 

 

• No additional software will be needed to use the data 

• Software was used during data collection: 

• Software needed to reuse the data (link): 

 

 

 

 

 



Research Data Management and Open Science Department 
 

5.4 How will you ensure that a unique and permanently assigned identifier (such as a digital 

electronic document identifier (DOI)) is used for each dataset? 

The identifier is assigned by the repository - when selecting a repository for research data, note 

whether the repository assigns a DOI or other unique, persistent identifier. 

Persistent identifier - makes it possible to reach the collection even when the url changes, 

allows to locate data accurately and efficiently, serves as a reference, and allows easy tracking 

of citations and reuse. 

• The repository assigns a DOI 

• Repository gives other permanent identifier: ARK (Archival Resource Key), PURL 

(Persistent Uniform Resource Locator), HNDL (Handle), URN (Universal Resource 

Name), URI (Uniform Resource Identifier), PDB ID 

• Another way of assigning a persistent identifier: 

6.1 Person responsible for data management 

• Who will be responsible for each data management activity and for how long? 

• How will responsibilities be distributed between partner parties in joint research 

projects? 

• Outline the roles and responsibilities for each activity, e.g. data capture, metadata 

creation, data quality, storage and backup, archiving and data sharing. Consider who will 

be responsible for ensuring that appropriate policies are followed. 

Person responsible for data management: 

• Dedicated team member 

• Project manager 

• Data steward 
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6.2 Resources (financial and time) for data management 

 

Resources needed to implement the plan. These may include storage costs, hardware, software, 

staff time, data preparation costs for deposit and repository fees (mostly repositories are free). 

Where dedicated resources are needed, these should be outlined and the need for them 

justified. 

What resources do we have and what resources do we still need to acquire? What will be the 

costs associated with ensuring FAIR standards in the project? (Costs associated with long-term 

storage and sharing of data). 

• Data storage resources 

• We use free solutions 

• Resources for the repository (if paid) 

• Free repository 

• Employment of a dedicated data steward 


