Data Description

· What type of data will be produced?
· What data will be collected? 
· What is the subject matter scope and geographical scale of the data? 
· Who is the primary audience for the data?
· What other audiences might have a particular interest in the data? 
· Are there other existing data that are relevant to what you are collecting?
Access and Sharing

· How are you planning on archiving and sharing your data? 
· Why did you choose this method? 
· What terms of use do you have, if any?
Data Collection Methodology

· How will the data be collected (survey, extraction from routine data collection systems, direct observation of events, etc.)?
· What technology will be used to collect the data (paper, telephone, laptop, remote sensors, etc.)?
· Who will be responsible for the data collection?
· Who will be responsible for the quality control during data collection?
· What is the time period allotted for data collection?
Data Analysis Methodology

· What statistical software (or other analysis software) will be used to manipulate and analyze the data?
· Are there tools or software needed to create/process/visualize the data? 
· Will you use pre-existing data? From where?
· How will the data be merged with other existing data relevant to the analysis?
· Who will document the transformation of the data during analysis so that the analysis could be replicated by others?
Metadata

· What types of metadata will be produced to support the data? 
· What descriptors of the data will be most helpful to allow others to understand the nature of the data and to locate in a data archive?
· What standards will be used for documentation and metadata?
· Is there a good project and data documentation format/standard in existence that you can adopt or customize?
· [bookmark: _GoBack]What directory and file naming convention will be used? 
· What project and data identifiers will be assigned?
· Is there a community standard for metadata sharing/integration?
Intellectual Property Rights

· Who will own the rights to the data and other information produced by the project (for example, does a partner in the country of origin of the data claim ownership that might inhibit later distribution)? 
· Which projects apply? 
· Do any involve a beneficiary database?
· Have any evaluations been written to the award? 
· How many commitments, special studies, annual awards, etc.
· How will permission be obtained to use and disseminate the data if a question as to ownership exists? 
· Will these rights be transferred to another organization for distribution and archiving? 
· What steps will be taken to protect privacy, security, confidentiality, intellectual property or other rights?
· Do you have a de-identification plan?
· Does your data have any access concerns? Describe the process someone would take to access your data.
· Any special privacy or security requirements (e.g., personal data, high-security data)?
· Any embargo periods to uphold?
Ethics and Privacy

· How is informed consent being handled?
· Do you have an informed consent process in place?
· How will privacy be protected during the analysis phase and beyond?
· Will the data collection activity be subjected to a review by an Institutional Review Board (IRB) and, if so, which IRB?
· Have you addressed any local/national/international issues related to your award? For example, are you challenged by local implementing partners who may resist sharing data? Do you expect any resistance from patients or participants? Will the local or national government be wary? (See Tool X for guidance and talking points on how to work with the mission, the local government and partners.)
Format
· What format(s) will you use for the submission, distribution, and preservation of the data? To note, USAID will eventually move to an online system for submissions. That tool will consider each individual spreadsheet containing data to be a dataset; spreadsheets cannot be formatted or contain multiple tabs/sheets. They must also be saved in a csv, non-proprietary format. 
· At least one format should be platform-independent and non-proprietary as required by the OMB Open Data Policy and to assure that the data will be reusable in the future.
· To facilitate analysis by others likely to be familiar with any proprietary software used during the collection or analysis phase, the data may be submitted for publication in more than one format. (See additional notes under Data Analysis Methodology)
Archiving and Preservation

· What procedures will you use to ensure long-term archiving and preservation of your data?
· How will the relevance of the data change over time (will the relevancy of the data to the subject diminish over time or disappear completely)? 
· 
· What are the budget costs of preparing data and documentation?
· How will the data be archived for preservation and long-term access?
· How long should it be retained (e.g., 3-5 years, 10-20 years, permanently)?
· What file formats? Are they long-lived?
· Are there data archives that are appropriate for your data (subject-based? Or institutional)?
· Who will maintain the data for the long-term?
· Who will ensure that any updates to the data are subsequently uploaded in the DDL?
Data Sharing and Reuse

· Because you will upload your data to the DDL for others to reuse, how will the data be discovered? And shared?
· Audience for reuse? Who will use it now? Who will use it later?
· When will you publish it and where?
· Tools/software needed to work with data?
Storage and Backup

· Will it be reproducible? What would happen if it got lost or became unusable later?
· How much data will it be, and at what growth rate? How often will it change?
· Where and how will you store your data to ensure their safety (several copies are recommended)? 
· How will data be managed during the project (Include information about version control and file-naming conventions)?  
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SUMMARY OF ROLES AND RESPONSIBILITIES
Here is a list of common roles and responsibilities associated with data management activities, and matched those responsibilities with the typical data management life cycle. This information is merely an example that you can build upon.
	POSITION TITLE
	RESPONSIBILITIES

	Proposal Lead / Grants Coordinator
	
When USAID call for proposals is issued:
· Send solicitation to assigned TA for review.
· Submit questions to donor (based on TA recommendations).
During proposal development:
· Ensure recommendations on restricted access, embargo periods, submission timeframes, and exemptions are included in the proposal.
At agreement review: 
· Confirm Office of Development (ODP) requirements in agreements reflect your organization’s assessment of the proper access level, exemption status, embargo period, and submission timeframe for the data; flag issues.
· Send a notice to all partners, including sub-grantees, about the need to comply with USAID’s Open Data Policy.


	Regional Program Officer
	
At agreement review: 
· Confirm ODP requirements in agreements reflect your organization’s assessment of the proper access level, exemption status, embargo period, and submission timeframe for the data; flag issues.

· Manage requests for agreement changes.


	Technical Advisor
	
When USAID call is issued:
· Review solicitation (or concept note) and make recommendations about access level, exemptions, submission timeframes, and embargos.
During proposal development:
· Advise on activity/budget inputs required to prepare the project data for submission and draft relevant language to be included in proposal.
[bookmark: _gjdgxs]
After award granted: 
· Develop DMPs in collaboration with country program staff.


	Research Advisor
	
When USAID (research) call is issued:
· Review solicitation (or concept note) and make recommendations about access level, exemptions, submission timeframes, and embargos.
During (research) proposal development:
· Advise on activity/budget inputs required to prepare the project data for submission and draft relevant language to be included in proposal.
After (research) award granted:
· Provide technical support, as needed, on DMPs and de-identifying data (for research).
· Ensure information about how data will be used, and who will have access, include in consent forms.


	Country Program Staff
	
After award granted:
· Develop DMPs in collaboration with TAs.


	Technical / Regional Director
	When USAID call is issued:
· Determine whether to pursue a proposal if USAID does not grant TA recommendations around access level, exemptions, submission timeframes, or embargos.

	Regional Measurement Action Coordinator
	
After award granted:
· Provide technical support, as needed, on developing DMPs and de-identifying data (for measurement).
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