Regional Education Learning Initiative – Data & Evidence (RELI-DE)
Data Management Plan (DMP) Template
Purpose: 
This template supports researchers and partners to plan, document, and manage data across the full project lifecycle, from collection to long-term preservation and responsible sharing. It is adaptable across projects and repositories. Complete only sections relevant to your work and indicate "Not applicable" where necessary and briefly explain why.
Date: ____________________
Repository/Platform (e.g., RELI-DE, Dataverse, Zenodo): ________________________________
1.1 Administrative and project information
· Project title: ________________________________
· Organization: ________________________________
· Country(ies) of implementation: ________________________________
· Principal Investigator / Project Lead: ________________________________
· Project timeframe (start–end): ________________________________
· Brief project summary (2–4 sentences): ________________________________________________________________________________________________________________________________________________________________
1.2 Contacts and approvals
· Data management focal person (name, email, phone): ________________________________________________________________
· Funding source(s) and grant ID (if applicable): ________________________________
· Related policies/approvals (e.g., institutional data policy, IRB/ethics approvals): ________________________________________________________________


2. Data collection, processing, and documentation
2.1 Data inventory
Complete one row per dataset. Add rows as needed.
	Dataset name
	Type (quant/qual/mixed)
	Unit of observation
	Primary topics
	Geographic coverage
	Time coverage
	Estimated size
	Contains personal/sensitive data? (Yes/No)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



2.2 Data formats
· In what formats will data be created, processed, and shared?
· Preferred: non-proprietary where possible (e.g., CSV, TXT, XML)
· Other formats: ________________________________
· Will any format conversion or standardization be required? _______________________________
2.3 Collection and quality assurance
· What methods will you use to collect or generate data? (sampling, instruments, field protocols, data capture tools) ________________________________
· What quality assurance procedures will you apply? (validation checks, double entry, supervisor checks, audit trails) ________________________________________________________________
· What file and folder structure and naming conventions will you use? ________________________________________________________________
· What software/tools will you use for collection and processing? ________________________________
3. Documentation & Metadata
3.1 Documentation
· What documentation will accompany the data for reuse? (e.g., codebook, data dictionary, survey instruments, README, methodology notes)
· How will you ensure documentation is complete and consistent? ________________________________
3.2 Metadata
· What metadata standard will you use? (e.g., DDI Codebook, Dublin Core, ISO 19115)
· How will metadata be created? (e.g., IHSN DDI Metadata Editor, Nesstar Publisher, manual)
· What minimum metadata fields will you include?
· Dataset title; creators; collection dates; geographic coverage; methodology; access conditions; version; persistent identifier (if assigned)
4. Ethics, Legal & Security
4.1 Ethical approvals and consent
· What ethics/IRB approval reference(s) apply? ________________________________
· What consent process was used, and does it cover data sharing/preservation? ________________________________
· Are there any restrictions on reuse? (e.g., embargo period, restricted variables) ________________________________
4.2 Privacy protection and anonymization
· How will you de-identify or anonymize data before archiving/sharing? (e.g., removal of direct identifiers, recoding, suppression, k-anonymity thresholds)
· For qualitative data: What anonymization procedures apply to transcripts/notes? What redaction rules will you follow? ________________________________
4.3 Intellectual property and licensing
· Who owns the data? ________________________________
· What license or terms of use will you apply? ________________________________
· Does the dataset include third-party data? [ ] Yes [ ] No
· If yes, what reuse permissions and restrictions apply? ________________________________
4.4 Data security during the project
· Where will data be stored during collection and analysis? (avoid single-laptop storage where possible)
· What access controls will you implement? (who can access what, authentication, encryption)
· What is your backup and recovery plan? (frequency, responsible person, storage medium)
· What risks do you anticipate, and how will you mitigate them? (e.g., device loss, unauthorized access)
5. Storage, Preservation & Archiving
5.1 Preservation plan
· Which files will be preserved, and which (if any) will be destroyed? (microdata, instruments, code, documentation, outputs)
· What is the retention period, and what policy or funder requirement applies? ________________________________
· Why are you preserving these specific files? ________________________________
5.2 Archiving submission package
· What will your archiving repository submission package include? (recommended: final microdata + README + codebook/data dictionary + instruments + methodology notes + metadata file)
· What is your planned submission date? ________________________________
· Who is responsible for final review and sign-off? ________________________________
5.3 Persistent identifiers
· Will a DOI or persistent identifier be assigned?
6. Data Sharing & Access
6.1 Access and users
· Who will access the data, and why? ________________________________
· What access tier do you propose? [ ]Public (metadata/summaries) [ ]Controlled (by request) [ ]Restricted (embargo/sensitive)
· What conditions apply for controlled or restricted access? (review steps, approvals, usage limits) ________________________________
6.2 Timing
· When will the data be available? [ ] Immediately [ ] At publication [ ] After embargo (specify): ________________________________
· If delayed, what is the justification? ________________________________
· How will you minimize restrictions while protecting participants and producer interests? ________________________________
6.3 Reuse acknowledgement
· Do you require notification of reuse? [ ] Yes [ ] No
· If yes, describe the process: ________________________________
7. Roles, Responsibilities & Resources
7.1 Roles
· Data producer (project team): ________________________________
· Data management focal person: ________________________________
· Data host / curator: ________________________________
· Approver for controlled access requests: ________________________________
7.2 Costing and resourcing
· What time and resources are required for: documentation (metadata/codebook), anonymization, packaging for archiving, and responding to access requests? ________________________________
· What budget line items apply? ________________________________

