Data inventory form
Questions to a person starting at X organisation / X organisation externally funded research project 
X organisation is a center for knowledge and research, and research data are valuable assets for research. X organisation is responsible for the use of personal data in cases where organisation is a controller or processor of personal data. 
To fulfill the responsibilities of research organisations concerning research data we need  researchers to share the information on the research data they intend to bring and use in X organization, and in X organisation externally funded projects. In order to check the options for data storage, please contact (e-mail).

· Name
· Previous affiliation or present affiliation if other than X organisation
· Contact information

1. What research data you will bring to X organization/project?
· If you can provide PID (persistent identifier, e.g. DOI) of the data, please add the PID here.
· Title of data (if any)
· Purpose/Description of data (why was the data collected?)
· Location of data
· Data creator (and ORCID)
· Data owner/manager (and ORCID)
· Type of data (text, numbers, database etc.?)
· When was data collected?
· Does data include personal data or other sensitive data?
· Scientific field
· Keywords
· Access type (open/closed/restricted address)

2. Is the data use compliant with a license or an agreement? 
· What are the access rights and restrictions?
· License of data?
· Don’t know

3.  I use data archived in a repository. (PID)


Data inventory form
Questions to a person leaving X organisation
X organisation is a center for knowledge and research, and research data are valuable assets for research. X organisation is responsible for the use of personal data in cases where organisation is a controller or processor of personal data. 
Sui generis database creates rights and responsibilities to research data for the employer of the researcher. Research data created in externally funded research projects is always owned by X organization.
To fulfill the responsibilities of universities concerning research data we need the leaving researchers to share the information on the research data they collected and published during their stay in X organisation. In order to check the options for data storage, please contact (e-mail).

· Name
· Present and new affiliation
· Contact information

1. If you participated in the creation of research data, please answer the following questions to ensure that data can be accessed by your research project or group.
· Where is the data stored? 
· If you are the only person with access to data, how do you share the data with rest of your research group/project?

2. What data have you submitted to data repositories and/or published with X organisation affiliation?
· If you can provide PID (persistent identifier, e.g. DOI) of the data, please add the PID here.
· Title of data (if any)
· Purpose/Description of data (why was the data collected?)
· Location of data
· Data creator
· Data owner/manger
· Type of data (text, numbers, database etc.?)
· [bookmark: _GoBack]When  data was collected?
· Does data include personal data or other sensitive data?
· Scientific field
· Keywords
· Access type (open/closed/restricted address)



