Data Management Plan
SUMMARY	Comment by Author: THIS RESOURCE CAN BE CONVERTED INTO A TEMPLATE.
There are online tools that can help you to write a DMP. In Canada, the Portage Network has created the DMP assistant, which will help guide you through the process of creating a DMP. To access the template you will need to create an account. When you create your template you have the ability to generate a University of British Columbia Generic Template by entering “University of British Columbia” in the “Indicate the primary research organization”.
This document is formatted in accordance with CIHR’s requirements for PDF attachments. Specifically, the margins are set to 0.75” (=1.9 cm) all around, mandatory font is Times New Roman (12 pt., black only), and default paragraph spacing is ‘single’, non-condensed (Apple Pages: in the Format sidebar, select “Lines” with a value of 1).
Delete all grey-highlighted text (i.e., the SPARC prompts) and Comments boxes once you have finalized your Plan for submission.
Consult the ResearchNet Funding Opportunity to confirm competition details. If there is any discrepancy between this template and the Funding Opportunity, follow the ResearchNet instructions.
DMPs exemplars can be found at the Canadian Libraries’ Portage Community website.	Comment by Author: A new Tri-Agency DMP template is forthcoming. In the meantime, please use this DMP template. 	Comment by Author: How to Organize your Plan
Use headings to confirm that all key requirements have been met.
Document length should be ~2.5 pages in length.
The Data Management Plan (DMP) is a living document and will need to updated periodically.
Avoid discipline-specific jargon and define acronyms used.
Some sections or questions might not apply, and you can indicate ‘n/a’.
Consider including ORCIDs (Open Researcher and Contributor IDs) for the researchers involved. ORCIDs provide metadata that ensure appropriate academic credits are attributed.


Provide a brief (e.g., 3-4 lines) description of your overall research goal.

DATA COLLECTION	Comment by Author: This and the subsequent headings and corresponding bullet point prompts are suggestions based on:
Data Management plans requirements are from Tri-Agency Research Data Management Policy; and
A meeting with Eugene Barsky, Research Data Services Librarian, UBC, and Scott Baker, Manager, Sensitive Research, Advanced Research Computing (ARC), UBC;
The UBC Library Research Data Management DataGuide;
 Adapting the UBC Generic Template (Template V2, July 28, 2022), from DMP Assistant;
Additional ideas from other relevant CIHR competitions. 

[bookmark: _Hlk146813175]What types of data will you collect, create, acquire and/or record?
· Examples: Images, audio, video, text, tabular data, modeling data, spatial data, instrumentation data.
What file formats will your data be collected in? Will these formats allow for data re-use, sharing, and long-term access to the data?
· [bookmark: _GoBack]Proprietary file formats requiring specialized software or hardware to use are not recommended but may be necessary for certain data collection or analysis methods. Using open file formats or industry-standard formats (e.g., those widely used by a given community) is preferred whenever possible. Read more about file formats: UBC Library Research Data Website. 
What conventions and procedures will you use to structure, name and version-control your files to help you and others better understand how your data are organized?
· It is recommended that you choose a file naming convention and implement it throughout the duration of your project. Make sure that everyone on your team is following the same rules. When deciding how to name your files remember the following:
· Keep files names under 32 characters;
· Classify broad types of files (transcripts, photo, etc.);
· Avoid spaces and special characters;
· Use underscore instead of periods or spaces to separate portions of the file names;
· Make sure that file names are descriptive outside of their folders (in cased they are misplaced or change locations); i.e., the file name should include all necessary descriptive information;
· Include dates and format them consistently (international standard for date notation is YYYMMDD or YYYY_MM_DD);
· Include a version number to track multiple versions of a document;
· Be consistent in your file naming format.  
· Read more about file naming and version control: UBC Library Research Data Website.

DOCUMENTATION AND METADATA
What documentation will be needed for the data to be read (i.e., README) and interpreted correctly in the future?
· Core elements of any README include:
· Contact information for the researcher(s);
· The use of license for your data (unless that is included in a separate file);
· The context of your data collection (the goal of your research);
· Your data collection methods (protocols, sampling, instruments, coverage, etc.);
· The structure of files;
· Naming conventions for files, if applicable;
· Sources used;
· Quality Assurance Work (data validation, checking);
· Any data manipulations or modifications;
· Data confidentiality and permissions;
· The names of labels and variables;
· Explanation of codes and classifications.     
How will you make sure that documentation is created or captured consistently throughout your project?	Comment by Author: It is best to start preparing data documentation and metadata procedures well in advance of data collection and analysis in order to avoid inaccuracies, inconsistencies, or loss of information in the capture and processing of data, and especially after the study has been completed. Creating documentation takes time, so consider whether anything you’ve already created can be used (e.g., publications, websites, progress reports, etc.). If documentation is to be captured during the data collection or data processing phase, consult with members of the research team to assess procedures in the collection and capture of data, and indicate the individual roles and workflows when possible (e.g., data collectors code data and upload to database with headers, etc.).

Consider how you will capture this information and where it will be recorded. If you are using a metadata standard and/or tools to document and describe your data, please list here.
· There are many general and domain-specific metadata standards. Dataset documentation should be provided in one of these standards, machine-readable, openly-accessible formats to enable the effective exchange of information between users and systems. These standards are often based on language-independent data formats such as XML, RDF, and JSON. For assistance with choosing a metadata standard, please contact research.data@ubc.ca.

STORAGE AND BACKUP 
How and where will your data be stored and backed up during your research project?
· The risk of losing data due to human error, natural disasters, or other mishaps can be mitigated by following the 3-2-1 backup rule:
· Have at least three copies of your data;
· Store the copies on two different media;
· Keep one back-up copy off site.
· Using software that automatically backs up your data and keeps it synchronized with a master copy is recommended. Some data storage at UBC is already automatically backed up (e.g., TeamShare or Home Drive). 
· See more about UBC data storage at the UBC Library Research Data Website (e.g., Compute Canada and UBC ARC).
· UBC Library also offers UBC Dataverse Collection for managing and sharing datasets. For assistance with Dataverse, please contact research.data@ubc.ca.
What are the anticipated storage requirements for your project, in terms of storage space (in megabytes, gigabytes, terabytes, etc.) and the length of time you will be storing it?
· Storage-space estimates should consider requirements for file versioning, backups, and growth over time. 	Comment by Author: If your data will be changing frequently, provide an estimate of how much extra storage will be required to store multiple versions. If you are collecting data over a long period of time (e.g. several months or years), describe your plan for adding additional storage to accommodate data growth. If you plan to retain your data after the research project, describe how long-term storage will be achieved.
How will the research team and other collaborators access, modify, and contribute data throughout the project?
· Sharing sensitive data via email and cloud storage services such as Dropbox is not recommended, since the security of these services cannot be trusted. Read more about data security at the UBC ARC website. 

DATA PRESERVATION 
Where will you deposit your data for long-term preservation and access at the end of your research project?
· Not all data that you create needs to be preserved. The issue of data retention should be considered early in the research lifecycle. Data-retention decisions can be driven by external policies (e.g. funding agencies, journal publishers), or by an understanding of the enduring value of a given set of data.
· If you need assistance locating a suitable data repository or archive, please contact research.data@ubc.ca or your subject librarian. Data deposited in the UBC Library repositories is automatically preserved.    
Indicate how you will ensure your data is preservation ready. Consider preservation-friendly file formats, ensuring file integrity, anonymization and de-identification, and inclusion of supporting documentation.
· Some data formats are optimal for the long-term preservation of data. For example, non-proprietary file formats such as text (‘.txt’) and comma-separated (‘.csv’), are considered preservation-friendly.
· Consider optimal file formats (preferably non-proprietary) for supporting long-term preservation. See the UBC preferred file formats - https://osf.io/ena5p/.
DATA SHARING AND REUSE 
What data will you be sharing and in what form? (e.g. raw, processed, analyzed, final).
· Types of data:
· Raw data are the data directly obtained from the instrument, simulation or survey. 
· Processed data result from some manipulation of the raw data in order to eliminate errors or outliers, to prepare the data for analysis, to derive new variables, or to de-identify the human participants.
· Analyzed data are the results of qualitative, statistical, or mathematical analysis of the processed data. They can be presented as graphs, charts or statistical tables.
· Final data are processed data that have, if needed, been converted into a preservation-friendly format.
· Consider which data may need to be shared in order to meet institutional or funding requirements, and which data may be restricted because of confidentiality/privacy/intellectual property considerations.
If the way you store and share data during your research project differs from how you will preserve your data long-term, include a brief description of any resources needed to share your data (equipment, systems, expertise, etc.).
· Identify one of the UBC data repositories or a subject repository to archive your data, if applicable.
· Ensure that a repository assigns permanent identifiers to datasets (e.g., DOI or handles) to enhance discoverability, accessibility, and citability. UBC data repositories do!
· Describe how you will ensure file integrity, anonymization and de-identification.  
Have you considered what type of end-user license to include with your data?
· Licenses determine what uses can be made of your data. Funding agencies and/or data repositories may have end-user license requirements in place; if not, they may still be able to guide you in the development of a license. Once created, include a copy of your end-user license with your Data Management Plan. Note that only the intellectual property rights-holder(s) can issue a license, so it is crucial to clarify who owns those rights.
· There are several types of standard licenses available to researchers, such as the Creative Commons licenses and the Open Data Commons licenses. For most datasets, it is easier to use a standard license rather than to devise a custom-made one. Note that even if you choose to make your data part of the public domain, it is preferable to make this explicit by using a license such as Creative Commons’ CC0.
· Read more about data licensing: UBC Library Research Data Management Website
What steps will be taken to help the research community know that your data exists?
· Where you share your data depends on the complexity and size of your data. Smaller, low-risk datasets can be shared via institutional or disciplinary repositories and project websites. Larger datasets or datasets with more stringent security requirements cannot be easily transferred over the Internet. Read more about sharing data at the UBC Library Research Data Website	Comment by Author: if you are unsure about the risk level of your data set, please reach out to research.data@ubc.ca
· Researchers  at UBC can deposit datasets in UBC Dataverse Collection (and get a DOI) for complex data formats such as those produced by SPSS, R or SAS, or even for basic data formats such as Excel. For large datasets, please contact research.data@ubc.ca.

RESPONSIBILITIES AND RESOURCES 
Identify who will be responsible for managing data during and after the project and the major data management tasks for which they will be responsible.
· This could also include the time frame associated with these staff responsibilities and any training needed to prepare staff for these duties.
How will responsibilities for managing data activities be handled if substantive changes happen in the personnel overseeing the project's data, including a change of Principal Investigator?
· Indicate a succession strategy for these data in the event that one or more people responsible for the data leaves (e.g., a graduate student leaving after graduation).
· Describe the process to be followed in the event that the Principal Investigator leaves the project. In some instances, a co-investigator or the department or division overseeing this research will assume responsibility.
What resources will you require to implement your data management plan? What do you estimate the overall cost for data management to be?
· This estimate should incorporate data management costs incurred during the project as well as those required for the longer-term support for the data after the project is finished. Items to consider in the latter category of expenses include the costs of curating and providing long-term access to the data. Some funding agencies state explicitly the support that they will provide to meet the cost of preparing data for deposit. This might include technical aspects of data management, training requirements, file storage & backup, and contributions of non-project staff.	Comment by Author: Most grants won’t fund post-grant data storage, so you may need a plan on where to get those funds from.

ETHICS AND LEGAL COMPLIANCE
If your research project includes sensitive data, how will you ensure that it is securely managed and accessible only to approved members of the project?
· Consider where, how, and to whom sensitive data with acknowledged long-term value should be made available, and how long it should be archived. These decisions should align with Research Ethics Board requirements. 
· Outline problems anticipated in sharing data, along with causes and possible measures to mitigate these. Problems may include confidentiality, lack of consent agreements, or concerns about Intellectual Property Rights, among others. In some instances, an embargo period may be justified; these may be defined by a funding agency’s policy on research data. 
· Sharing sensitive data via email and cloud storage services such as Dropbox is not recommended, since the security of these services cannot be trusted. Read more about data security at the UBC ARC website.
· Restrictions can be imposed by limiting physical access to storage devices, placing data on computers that do not have external network access (i.e., access to the internet), through password protection, and by encrypting files.
If applicable, what strategies will you undertake to address secondary uses of sensitive data?
· Obtaining the appropriate consent from research participants is an important step in assuring Research Ethics Boards that the data may be shared with researchers outside your project. The consent statement may identify certain conditions clarifying the uses of the data by other researchers. Read more about data security at the UBC ARC website. 
· Compliance with privacy legislation and laws that may impose content restrictions in the data should be discussed with your institution’s privacy officer or research services office. UBC Research Ethics Boards are central to the research process.
How will you manage legal, ethical, and intellectual property issues?
· Terms of reuse must be clearly stated, in line with the relevant legal and ethical requirements where applicable (e.g., subject consent, permissions, restrictions, etc.). 
