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Guidelines for Completing 
the Data Management Plan (NCN) 

1. Data description and collection or re-use of existing data 

1.1.  How will new data be collected or produced and/or how will existing data be 
reused? 

In this section, describe what data will be used: 

● Will these be primary (new) data or secondary (previously existing) data? 
● If primary data will be used, include information on the methods of data collection and 

analysis, and on the software used to produce the data. 
● If secondary data will be used, indicate their source and the method used to 

control/verify their quality and consistency. 
● If no secondary data will be used, include the following statement: “Due to the 

innovative nature of the research, no previously existing data will be used in the 
scientific project”. 

● Also list the types of data to be produced/collected (e.g., experimental data, survey 
results, measurements, audio/video recordings, computational data, etc.). 

● Will the project involve personal data or sensitive data (racial or ethnic origin, political 
opinions, religious beliefs, health data, genetic data, biometric data, information about 
sexual orientation, and trade union membership)? 

● Will it be necessary to digitize analogue data or data published in paper form (maps, 
photographs, texts)? 

● Provide information on any collaboration with other research institutions, or state that 
there will be none. 

Example*:  

In connection with the implementation of the project (…), data will be collected through 
measurements using specialized equipment and appropriate software. They will take the 
form of numerical and image data. The entire research material will then be processed in 
accordance with standard procedures and subjected to analysis. Due to the innovative nature 
of the research topic, no use of any existing data is planned. Collaboration with other 
research units is not envisaged. 

 
*The examples used in these guidelines are not universal. Data are collected, processed, and archived differently 
across scientific disciplines; therefore, the examples presented here do not cover all possible conditions or 
circumstances that may arise in individual cases. 
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1.2.  What data (for example the kinds, formats, and volumes) will be collected or 
produced? 

Describe the type, format, and volume of data that will be collected, produced, or re-used. 
If the use of a proprietary format is planned, explain this choice (e.g., when converting the 
data to another format would significantly reduce data quality). 

● Quantitative data: CSV, XLSX, TXT (structured tabular data). 
● Qualitative data: DOCX, PDF, RTF (transcripts, descriptions). 
● Multimedia data: JPG, MP4, WAV. 
● Analytical code: R, PY, JSON (e.g., R files, Python scripts, Jupyter Notebooks). 
● Estimated data volume. 

Example: 

As part of the project, experimental data will be produced in the form of .CSV files containing 
spectroscopic measurements (approx. 15 GB). In addition, the results of numerical analyses 
will be produced in .txt and .xlsx formats. The use of personal data is not envisaged. 

2. Documentation and data quality 

2.1.  What metadata and documentation (for example methodology or data collection 
and way of organising data) will accompany data? 

● What data description standards will be applied (e.g., Dublin Core, DataCite, DDI)? 
● Describe the documentation that will enable data to be re-used, e.g., a codebook, 

laboratory notebooks, file headers, or a README text document containing 
information on the organisation and contents of the research data. 

● How will the data be organised during the project? 

Example: 

All research data in the project will be described using metadata in accordance with the 
Dublin Core standard. Each dataset will be assigned metadata including, among others, the 
title, authors, description, keywords, format, version, licence, and information on how the data 
were collected/produced. The data will be accompanied by methodological documentation 
describing the data collection process, research tools, processing, and data limitations. Each 
dataset will include a data dictionary (variable descriptions) and a README file explaining 
the file structure, naming conventions, and organisation. All documentation and metadata will 
be made available in the repository together with the data.  

2.2. What data quality control measures will be used? 

In this section, describe what the data quality control will involve in order to demonstrate 
high data quality, including the personnel (research/project team, the Principal 
Investigator (PI)) responsible for these activities.  
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● Standardisation of data collection procedures.  
● Automated and manual validation checks (detecting missing data and outliers). 
● Data validation.  
● File version control, including regular reviews of data completeness and consistency. 
● Equipment calibration. 

Example: 

To ensure data quality, data correctness will be verified at the point of entry (checking for 
errors, consistency, and value ranges); defined data-cleaning procedures will be applied; a 
second team member will double-check a random sample of the data; and automated logs and 
file versioning will be used to enable traceability of changes. Equipment will be calibrated in 
accordance with the manufacturer’s requirements. 

3. Storage and backup during the research process 

3.1. How will data and metadata be stored and backed up during the research 
process? 

● Indicate where the data will be stored (e.g., institutional servers, a network drive, a 
university cloud service). 

● It is recommended that backups are made in line with the 3:2:1 rule (i.e., keeping 
3 copies of the data, stored on 2 different media, with 1 copy kept in a different 
location). 

● How often will backups be made? 
● How will the data be secured (passwords, encryption, restricted access, antivirus 

software)? 
● Secure data transfer between team members – authorised access only. 
• Who will be responsible (PI)? 

Example: 

Data will be stored in accordance with the 3:2:1 rule, on local computer drives and using the 
e-science.pl platform in the NextCloud cloud environment, which enables file transfer and 
sharing with other users, as well as collaborative document editing. Working files will be kept 
in an organised folder structure, following version control principles. Backups will be created 
automatically once a month and stored on a separate backup server. Access to the data will be 
restricted to team members only. The PI will be responsible for proper data storage and access 
control. 

3.2. How will data security and protection of sensitive data be taken care of during 
the research? 

This section applies to sensitive data, if such data are collected/produced during the 
project. Provide information on storage arrangements and the security measures in place, 
in accordance with institutional and/or national policies. Specify who will have access to 
the data during the project and the strategy to be followed in the event of data loss. If the 
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project involves collaboration between several partners, indicate how access control to 
the data will be managed.  

Example 1: 

As part of the project, an application will be developed to collect participants’ medical data. 
These data will be stored in an encrypted database and kept on a password-protected 
computer with no Internet access. Access will be restricted to team members authorised to 
process the data. All operations on the data will be recorded in an audit log, and the servers 
will be secured and regularly updated. Before work begins, each team member will complete 
GDPR training and sign a confidentiality statement. All sensitive data will be anonymised at 
the data collection stage, and sharing them outside the team will be prohibited. Data transfer 
will take place only via encrypted communication channels. The PI will be responsible for 
versioning the backups. 

Example 2: 

No sensitive data will be used in the project. 

4. Legal requirements, codes of conduct 

4.1. If personal data are processed, how will compliance with legislation on personal 
data and on data security be ensured? 

● If no personal data will be collected in the project, this should be stated explicitly. 
● If personal data will be produced, the following statement should be included: “The 

processing of personal data will be carried out in accordance with the University’s 
Personal Data Protection Policy (Appendix to PO 43/2020), and any issues requiring 
clarification will be consulted with the Data Protection Officer (DPO) at Wrocław 
University of Science and Technology”.  

● Provide information on the security procedures adopted for processing personal data, 
e.g., obtaining informed consent, anonymisation, pseudonymisation, data encryption, 
restricting access to authorised persons only, and how personal data will be stored – 
preferably on a drive not connected to the Internet. 

● If there are any limitations resulting from the use of personal data, these should also be 
specified. 

● Include information on the consent of research participants. This section should also 
mention any anticipated application for approval from the Bioethics Committee, if 
required for the research. 

Useful links:  

Regulations on data processing and document templates 
Processing of personal data by the NCN 

 

 

https://pwr.edu.pl/ochrona-danych-osobowych/przepisy-i-wzory
https://www.ncn.gov.pl/en/dane-osobowe
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Example 1: 

The processing of personal data will be carried out in accordance with the University’s 
Personal Data Protection Policy (Appendix to PO 43/2020), and any issues requiring 
clarification will be consulted with the Data Protection Officer (DPO) at Wrocław University 
of Science and Technology. Before work begins, each team member will complete GDPR 
training. To ensure security, personal data will be encrypted during processing, and access 
will be restricted to authorised members of the research team only. 

Example 2: 

No personal data will be collected as part of the project. 

4.2. How will other legal issues, such as intellectual property rights and ownership, 
be managed? What legislation is applicable?  

• In this section, with regard to newly produced data, refer to the Regulations on the 
Management of Intellectual Property (Appendix to ZW 16/2024) and state that the 
University holds the ownership rights to the research data produced in the project. 

• If existing data are used, indicate that they will be made available in accordance with 
the provisions of the relevant licence agreements and applicable legal regulations. 

• If several research institutions collaborate in the project, mention that an agreement 
between these entities will regulate ownership matters. 

Example: 

Wrocław University of Science and Technology is the owner of the research data produced 
during the project. All intellectual property rights will be respected and managed in 
accordance with the applicable Regulations on the Management of Intellectual Property 
(Appendix to ZW 16/2024). Ownership-related matters are additionally governed by the 
agreement between the consortium partners. 

5. Data sharing and long-term preservation 

5.1. How and when will data be shared? Are there possible restrictions to data 
sharing or embargo reasons? 

● Include information that the data will be made available in a repository as soon as 
possible after the publication of the scientific article, or no later than 12 months after 
the end of the project (whichever occurs later).  

● In the case of the MINIATURA call, which does not have to result in publication, the 
data should be shared after completion of the research activity.  

● If there are restrictions on sharing research data (e.g., commercialisation potential or 
the use of sensitive data), this part of the DMP should state this, provide the reason, 
and indicate a possible solution (e.g., applying an embargo), and specify who will 
have access to the data and under what conditions. 
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● Also provide the name of the repository where the research data are intended to be 
deposited and indicate that it will meet FAIR standards. We recommend depositing 
data in a discipline-specific repository or, alternatively, in a general-purpose repository 
such as RepOD, where Wrocław University of Science and Technology has its own 
collection. 

● Specify the licence under which the data will be made available (CC0 or CC BY, or 
another licence with the same level of openness) and declare that the data will be made 
available for at least 10 years. 

Example: 

The data will be made available as soon as possible after the publication of the scientific 
article. Final reports containing the results of field and laboratory studies will be deposited in 
the RepOD repository and made available under an open licence (CC BY) for a minimum of 
10 years. The data will be shared in accordance with the FAIR principles. 

5.2. How will data for preservation be selected, and where will data be preserved 
long-term (for example a data repository or archive)? 

• Include information on the person responsible for selecting the data to be shared after 
the project ends (usually the PI) and the selection criteria (e.g., based on their research 
value or the need to validate the research results reported in an article).  

• Answer the question of which data must be retained or deleted for contractual, legal, 
or regulatory reasons. 

• Indicate the repository where the data will be stored and state that they will be shared 
in accordance with the FAIR principles.  

Example: 

The PI will select the data to be shared. The selection will be made based on the criteria of 
research value and the validation of the results presented in the publication. The RepOD 
repository will be used for long-term storage and will enable data sharing in accordance with 
the FAIR principles. 

5.3. What methods or software tools will be needed to access and use the data? 

• In accordance with NCN requirements, data should be shared as openly as possible. 
Therefore, this section should state that the data deposited in the selected repository 
will be available in open (or at least widely used) formats, and that they can be used 
without the need for specialised software or tools. 

• If this openness requirement cannot be met, specify the particular tool or software that 
will enable potential users to access the data. 

Example: 

Data intended for long-term storage and sharing in the repository will be saved in open or 
standard formats, and their use will not require specialised tools. 

https://repod.icm.edu.pl/dataverse/pwr
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5.4. How will the application of a unique and persistent identifier (for example: 
such as a Digital Object Identifier (DOI)) to each data set be ensured? 

Here it is recommended to include a note that the repository selected for long-term 
storage and sharing of data, in accordance with the FAIR principles, will assign a 
persistent identifier (PID) to each research dataset. 

Example: 

The data will be deposited in the RepOD repository, which assigns a unique digital identifier 
(DOI) to each dataset. 

6. Data management responsibilities and resources 

6.1. Who will be responsible for data management (i.e. data steward)? 

Most often, the PI is indicated here (without providing their first and last name, but 
including their ORCID ID). Support in research data management can be provided by 
staff of the Library of Wrocław University of Science and Technology/Open Research 
Data Section, and this information may be included in this section. 

Example: 

The person responsible for data management will be the PI (ORCID: 0000-0000-0000-0000). 

6.2. What resources will be dedicated to data management and ensuring that data 
will be FAIR? 

Most often, the costs of data management and ensuring that data are findable, accessible, 
interoperable and re-usable (FAIR) are covered within 2% of the awarded direct costs, and 
this information should be included in this section. 
If additional resources are required (data storage, equipment, staff time, or repository 
fees), the estimated costs and how they will be covered should be clearly indicated. 

Example: 

The costs of research data management and long-term sharing in accordance with the FAIR 
principles, due to the choice of a free repository, will not exceed the 2% limit of the grant’s 
direct costs. 


