
���������	
�
�����������	�
��
�����������������

��������	
����
�������������

� 	� �������������

��	��
�����	���������



�����������

����������������������������������
�������

��������������� �����������������������������!

" ����� ���������� #

" ������������������ #

" �� ����������������������� $



���������� �����

%&�'������� � �
�������������� ���(�������)����
��������������
����������� �����������������������

����� ������ ������������ ���������������	�
���������	������������ �������������� ����

����������� �������
�����*

+�,�+���	������������������!�-����	�-�����	�
-������������������ �-������������	�./0012



'�����������)

" ��(���
���������3��4���
.�����	�
��
�����������������#�5���6����������+�� � �#�

��
����������7 �������#�
58+9	�
��
����������:���2

" (����������������������������4����
" 
��
����������7 �������
" 5���6����������+�� ��
" �����������������+�� ��
" 
��
���������������+�� ��



��������� �����

�����������������
����	
������	�������������



;��)������� ����)�



'�����<!���������

" ��������=����� ���������
" -����������������������������=�
" '�����������
����

3����������� 
��������
������������������������



�� ���(����<

University, Department, Institute, Archive, Data Centre, Computer Service, Research Team etcOrganisation type

Details of staff who have clear responsibility for creating and managing the data assetsResponsibilities

Dates.Date of completing form….

Name, contact details…Name of the auditor(s)

Period audit completed in, including any significant dates e.g. main interviews.Dates of the audit

Audit details

Level of resources available and whether it is sufficient to manage data at the present timeBudget

Details of policies, operational manuals or regulations used, with references. Strategies 

Data management details

A short abstract explaining the organisation’s remit, main work  and areas of activityOrganisation description…..

Name, address, email, phone contact details for organisation being audited / main personContact details

Organisational details

Audit Form 1: Audited organisation
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Could include creation
date, original purpose, 
type of data asset, or format.

Reason for 
classification or 
Comment.
Could also include
action suggested
for each asset

Choice of:
Vital
Important
Minor 

(unless different
schema chosen)

Where
reference to
asset was 
found / its 
location

Name and
position or 
role

Basic
description
of content

Official name

General commentsClassification 
comments

ClassificationReferenceAsset 
Manager(s)

Description
of the asset

Name of the
data asset

Audit Form 2: Inventory of data assets
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History of maintenance and integrity of the data asset e.g. edit rights / security, and any curation activities performedManagement to date16

Number of copies of the data asset that are currently stored,  frequency of back-up and archiving proceduresArchiving policy15

Description of relations the data asset has with other data assets and any any DOI ISSN or ISBN references for
publications based on this data

Relation14

Estimated frequency of use and if known required speed of retrieval to determine IT infrastructure and storage needsUsage frequency13

Basic indication of user's rights to view, copy, redistribute or republish all or part of the information held in the data 
asset. Access restrictions on the data itself or any metadata recording its existence should also be noted

Rights and restrictions12

Physical formats of data asset, including file format informationFormat11

Description of the technical type of the data asset (e.g., database, photo collection, text corpus, etc.)Type10

The frequency of updates to this dataset to indicate currencyUpdating frequency9

The source(s) of the information found in the data assetSource8

Reason why the asset was created, intended user communities or source of funding / original project titlePurpose7

The date(s)  on which the data was collected or createdCreation date6

Information and keywords describing the subject matter of the data Subject5

A description of the information contained the data asset and its spatial, temporal or subject coverageDescription4

Official name of the data asset, with additional or alternative titles or acronyms if they existTitle 3

Person, group or organisation responsible for the intellectual content of the data assetData creator(s)2

A unique identification assigned by the audior or organisation to each data assetID 1

CommentParameterNo

Audit Form 3A: Data asset management (Core element set)
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