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Developing our Guide
Researchers are faced with an evolving array of expectations 
related to how they manage and share data. Academic libraries 
are well positioned to provide support related to research data 
management (RDM) owing to their extensive expertise in 
preserving and curating information1. Unfortunately, researchers 
and RDM service providers think and talk about data in very 
different ways and RDM assessment tools are often several steps 
removed from a researcher’s day-to-day practice.

To address these difficulties, we are developing a customizable 
set of tools that describe data-related practices using language 
and terminology familiar to researchers. 

This project consists of two related elements, a customizable 
rubric intended to enable researchers to self-assess their data-
related practices and a series of one page guides designed to 
provide actionable information regarding requirements, 
standards, and best practices.
RDM Rubric: Building upon maturity-based assessment tools2, 
the rubric is intended to help researchers self-assess how they 
manage their data over the course of a research project.
Guides: Drawing from the data curation literature, the guides 
are intended to provide researchers concrete information about 
how to advance their data-related practices.

The Structure of our Guide

A Call to Action
As we develop our tools, we are seeking feedback from (and 
encouraging collaboration with) librarians, researchers, and 
other research data management stakeholders. 
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1. Phases of the research project: Terminology drawn from a 
review of research data lifecycle models.

3. Declarative statements: Intended to allow researchers to self-
assess the maturity of their data-related practices.

2. Activities within each phase: Terminology drawn from an 
informal survey of how researchers actually describe their work.

4. Each row of the RDM rubric is tied to a guide that provides 
information about requirements, standards, and best practices.
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If you would like to receive information about the development of 
our tools, provide feedback, or discuss collaborating on 
institution or discipline-specific versions, please get in touch with 
John Borghi at John.Borghi@UCOP.edu.
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When it comes to my 
data, I have an 
informal “way of 
doing things”, but not 
a documented plan.

I have some plans 
related to my data, 
but any related 
documentation is 
written before or 
after the fact.

I have detailed plans 
related to my data. 
My plans are 
iterative and any 
related 
documentation 
informs my 
subsequent research 
process.

I have plans related 
to my data that are 
optimized to 
streamline sharing or 
publishing. 

Planning for  Data 
 

A plan  detailing how  you’ll manage your data, code, and  other research  materials 
(including physical samples) over the  course  of a  project will  help  your research 
proceed efficiently. Creating a  comprehensive, specific, and  instructive  plan  is an 
important step  in  developing a  new  research  project, but the  best plans also  evolve  as a 
project proceeds. 

 
 

What  does  it  mean to plan  for  data? 

 

Planning for  data means documenting how  data and  other materials will  be  managed 
over the  course  of a  research  project.  
 
Requirements  and How to Meet Them 

 
Many funding  agencies and  institutions now  require that  researchers compose  a  short 
document called a  Data Management Plan  (DMP) that  provides details about the  type  of 
data to  be  collected and  managed within a  research  project as well  as the  individuals 
responsible for  managing the  data, how  and  where  data will  be  archived and  shared, 
and  how  the  financial cost of managing data will  be  met. 
 
The  DMPTool  ( https://dmptool.org/)  is a  free  tool  that  provides guidance for  creating  a 
data management plan. The  RDM team  at your institution  also  provides DMP-related 
services.  
 
Things  to Think  About 
 

● Planning for  data is not a  one  time  activity. You  should create  a  plan  as you 
develop your project, but you  should also  revisit and  revise  your plan  as your 
project proceeds. 

 
● Plans should identify the  data you  intend to  collect, as well  as how  you  plan  to 

transform, analyze, and  share  it. Be  as specific as possible. 
 

● A plan  is really only useful  if people can  follow  it. Be  sure  your plans are 
documented and  communicated to  your collaborators. 

 
● Even  if you  do  not have  a  Data Management Plan  (DMP), you  may have  a 

document that  describes your . This  could  be  included in  a  lab  protocol, an  IRB 
proposal, etc.  

 
● While  planning for  data you  may encounter unfamiliar terms or familiar terms 

used  in  unfamiliar ways. If you  have  any questions, do  not hesitate  to  reach  out 
to  The  RDM team  at your institution. 

Saving  Data 
 

There  is a  lot more  to  saving  data than  ensuring you  have  appropriate backups. How 

and  where  you  save  your data depends on  a  number of factors including the  size  and 

content of your data and  your intentions about making  your data available at the 

conclusion of your research  project. 

 

 

What  does  it  mean to save data? 

 

Saving  data means storing  research  materials in  a  manner so  that  they  can  be 

accessed  and  used  –  by yourself by others –  at a  later date. Here  are  three  factors to 

consider when  saving  your data. 

 

Location When  possible, save  multiple copies of your data across a  variety of 

storage  mediums. Hard  drives, cloud  storage, and  other options have 

different levels of reliability, but all  will  eventually fail  or become 

obsolete, so  you  want to  be  sure  any data you  save  can  be  accessed 

later. 

Time Saving  data takes time, but losing data wastes time. Backing  up  data 

should be  a  regular part of your research  practice, but you  should also 

have  a  plan  for  how  data will  be  saved  after your research  is concluded. 

Format Data should be  saved  in  a  format that  enables later use. This  may 

involve saving  data in  open file  formats, using  version  control, or simply 

storing  your data alongside the  documentation and  other research 

materials needed to  make  use  of it. 
 

Requirements  and How to Meet Them 

 

There  are  specific requirements about how  and  where  sensitive  data can  be  saved. For 

example, if your data contains participant names or other personally identifying 

information, it will  need  to  either be  de-identified or stored  in  a  secure  system like 

Secure  Box or RedCap. 

 

Things  to Think  About  
 

● The  characteristics of your data determine how  much  flexibility you  will  have 

about where  it can  be  saved. If you  have  large  quantities of data or data 

containing sensitive  information, it can  be  challenging to  move  it.  
 

● Saving  data should also  involve saving  research  materials (e.g. documentation, 

code, etc) needed to  make  sense  of or use  that  data.  

 

Ad hoc, Non-reproducible Optimized, Standardized


