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DMP Contact Information
	Step
	Instructions

	Grantee*
	Organization and Department/Division 

	DMP Contact*
	Name, title and contact (phone, email) information of DMP content author.

	Date*
	Date form developed


Step 1: Identify Your Data Types, Inputs, & Technology Needs
	Step
	Instructions

	Data name*
	Name of dataset, spreadsheet, or other form of data

	Data Description*
	Summary description of the data to be generated (abstract)

	Location*
	Anticipated geographic coverage of the data

	Data Source*
	If you are using existing data, document the origin of the data you plan to use. If the data does not currently exist and will be created and/or collected during the course of a project, document how you will acquire it (e.g., flight lines, water sampling techniques, in-person surveys).  Who is collecting/creating the data (i.e., names, titles)?  

	Data Type*
	Identify the format(s) in which the data will be generated, maintained, and made available (e.g., digital numeric data, forms, photographs, video, database tables, spreadsheets, paper records, physical samples)

	Quality Control
	What are your quality control procedures?

	Data Organization
	How will you group together and maintain data so that you can quickly locate and retrieve it when needed? 

	What tools and software are needed to read, work with, or visualize the data?
	Describe technologies and capabilities that will be used for data processing. DNR staff may be able to assist in identifying available computing capabilities, software, and other specifics.

	Potential Risks
	In what ways does the data pose risks? Consider who could use this information improperly or in an unintended manner. What steps will be taken to protect privacy, security, confidentiality, or other rights?


Step 2: Organize Your Metadata
	Step
	Instructions

	Standards (required for geospatial data*)
	What standards will be used for documentation (i.e., Minnesota Geographic Metadata Guidelines, Federal Geographic Data Committee (FGDC), or International Organization for Standardization (ISO))?

	Data Documentation*
	What types of information will be captured that will allow another data user to find, understand, trust, and protect/share your data? How will you document your data processing steps?


Step 3: Prepare Your Data Storage & Disposal Plan
	Step
	Instructions

	Temporary Storage
	Where will your data and associated metadata be stored over the duration of your project? How much data storage capacity will you need? Does your data need a backup and disaster recovery plan? How will you avoid duplicates/copies of your data being stored in multiple locations?
For storing sensitive data, what data handling, data access, and security measures are needed? How will the data be protected for the duration of the project?

	Long-term Storage
	How long after your project is complete should the data be stored? Where will your data be stored for long-term preservation? Follow established procedures to ensure that your data is maintained and stored according to records retention schedules (six years). Include the estimated storage volume.  You should move any official records to a storage location suitable for official records.

	Disposal
	How much data do you intend to delete after your work is complete? If your data does not have permanent (historical) value and is eligible for destruction, your data should be disposed of promptly, and in accordance organization policy. 
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Step 4: Document Your Plan if Data is Released or Shared
	Step
	Instructions

	Data practices designee
	Identify your organization’s data practices designee. This will help you prepare to respond to any data practices requests you receive throughout the course of your project.

	Dissemination*
	What is the business need for sharing? If you allow others to reuse your data, how will the data be accessed and shared?  
If the data are not to be made available to the public, explain why and under what authority distribution may be restricted.
If the data is released or shared beyond the business need, what needs to happen? Check all that apply.
|_| Data Sharing Agreement
|_| Legal Review
|_| Other:

	Repository for Data*
	Identify any repositories where you plan to share your data. Indicate if data will be integrated into an existing collection or offered as a new collection.  What is your prior experience with publishing such data?

	Citation
	Specify how your data should be cited.

	Date Published*
	Tentative Date by which data will be shared.


Step 5: Follow-up
	Step
	Instructions

	Data Updates
	Will the data need to be updated?  If so, how often and who is responsible?

	We plan to revisit the decisions in this plan every...
	Select a review cycle.
|_| 6 months	|_| 1 year	|_| Other:

	Next date for review
	Insert date.


Notes
Insert any important notes. 
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