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1. Data collection and documentation
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DMP template

1. Data collection and documentation

SNF (2017): Data Management Plan – mySNF form. http://www.snf.ch/SiteCollectionDocuments/DMP_content_mySNF-form_en.pdf

1 Data collection and documentation

1.1 What data will you collect, observe, generate or reuse?

1.2 How will the data be collected, observed or generated?

1.3 What documentation and metadata will you provide

with the data?

http://www.snf.ch/SiteCollectionDocuments/DMP_content_mySNF-form_en.pdf
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1.1 What data will you collect, observe, generate or reuse?

1. Data collection and documentation

Description should include (for each 

dataset):

• type

• file format

• content

• estimated volume

Describe the data you will collect, observe or generate

+ any data that will be reused.
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1.1 What data will you collect, observe, generate or reuse?

1. Data collection and documentation

• Give your datasets a name or a number in the description. Refer to this 

name or number later in the DMP (when necessary).

• For working in groups, publishing or archiving it is recommended to 

prefer (whenever possible) open, non-proprietary file formats. They 

have the best chance of being readable for others, also in the future.

More information on file format recommendations:

ETH-library (EN) or KOST (DE & FR)

https://documentation.library.ethz.ch/display/DD/File+formats+for+archiving
https://kost-ceco.ch/wiki/whelp/KaD/index.php?ld
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1.2 How will the data be collected, observed or generated?

1. Data collection and documentation

Explain how your data will be collected, observed or generated.

This should contain:

• How you plan to control and document the consistency and 

quality of the collected data (standards, methodologies or 

quality assurance processes) 

• How you will organize your files and handle versioning
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1.2 How will the data be collected, observed or generated?

1. Data collection and documentation

File and folder naming and structuring:

• Define + document a system

• Use your system consistently

Inspiration for file naming: TILS

(example PRE_TILSNaming_V1_202206.pptx)

https://www.data.cam.ac.uk/files/gdl_tilsdocnaming_v1_20090612.pdf
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1.3 What documentation and metadata will you provide 

with the data?

Describe all types of documentation you will provide 

with your data:

• Readme file, codebook

• Metadata

1. Data collection and documentation

Documentation informs about:

• Why, how and by whom data were created, prepared, etc.

• What the data mean (in the context of your project)

• Content and structure of the data

• Alterations that have taken place

• Any other explanations needed to make sense of the data
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https://ocw.mit.edu/courses/res-str-002-data-management-spring-2016/resources/mitres_str_002s16_file/
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Readme-file and Codebook:
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Readme-templates are available here (UniBE) or 

here (Cornell University) and can be customized. e
x
a

m
p

le
: 

T
ir
a

te
lli

, 
M

a
tt

e
o

 (
2
0

1
9

).
 C

a
ta

lo
g

u
e

 o
f
ri
o

ts
in

 G
la

s
g

o
w

, 
L

iv
e
rp

o
o

l 
a

n
d

 M
a

n
c
h

e
s
te

r,
 1

8
0

0
-

1
9

3
9

.
U

K
 D

a
ta

 S
e

rv
ic

e
. 

h
tt

p
s
:/

/d
x
.d

o
i.
o

rg
/1

0
.5

2
5

5
/U

K
D

A
-S

N
-8

5
3

7
8

1

1. Data collection and documentation

https://doi.org/10.5281/zenodo.4662433
https://www.ub.unibe.ch/services/open_science/research_data_management/fdm_vt/documentation_and_metadata/index_eng.html#pane1085902
https://data.research.cornell.edu/content/readme
https://dx.doi.org/10.5255/UKDA-SN-853781
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Metadata/-standards

Metadata are highly structured and 

standardised information, encoded and 

stored in a machine readable language.

1. Data collection and documentation

Advantages of standardised metadata:

• Processable by human and machines

• Interoperability of data between different 

repositories or databases

• Higher visibility of scientific results

• Higher reusability of scientific results
https://boris-portal.unibe.ch/handle/20.500.12422/14

https://boris-portal.unibe.ch/handle/20.500.12422/14
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Metadata/-standards

1. Data collection and documentation

Information about repositories: www.re3data.org

• Generate metadata as separate file with a 

metadata generator (example DataCite 

Metadata Generator).

How to create metadata:

• Metadata are generated (in the background) 

when you describe your data in a form 

during the upload process in a repository.

https://boris-portal.unibe.ch/

https://www.re3data.org/
https://dhvlab.gwi.uni-muenchen.de/datacite-generator/
http://dhttps:/boris-portal.unibe.ch/

