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TABLE OF CONTENTS    

Best practices may be documented in the form of standard operating procedures or manuals or other formats. The 

list below are suggested sections and not all of these may be occurring in the document. Delete the heading if the 

section is not applicable. Additional topic titles should be added to the table of contents in the appropriate 

section, inserting sequential page number  

                                                                                                                                                                               Page Number 

1.0   Executive Summary/Abstract 

2.0   Introduction (include scope of document and target audience) 

3.0   DATA MANAGEMENT (for the organization creating the Best Practice) 

3.1     Observation Parameter (e.g. sea surface temperature) 

3.2     Observation Instrument  (eg. Discrete water sampler) 

3.3     Collection Details (link to reference document(s) if available; short Instrument description and conditions (if available)  

 3.4      Data Format(s)  

 3.5      Code Management (upload or link to DMP of organization with data policy)  

 3.6      Interoperability Approach/Implementation  

 3.7      Data Standards used in data management 

        3.8      Metadata (schema, data flag info, etc) 

 3.9      Quality Assessment & Control 

 3.10    Archive Arrangements (trusted repository details, Data curation) 

 3.11    Documentation Management (with names and or links to instrument manuals, calibration sheets …) 

 3.12  Access and use (data distribution, web service, data citations with PID) 

 3.13  Visualization Tools  

 3.14  Data Management Issues  

4.0   Summary 

6.0   Annexes 

5.1   LIST OF FIGURES 

5.2   GLOSSARY  

5.3   ACRONYMS 

5.4   REFERENCES (include DOIs) 

          (Other contributing BP and related BP citations should be annotated, and live links provided to full text) 

 

7.0   Document Data Sheet                
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Document Data Sheet for BP in REPORT FORMAT (for submissions to 

www.oceanbestpractices.org) 
 
The following pages contain the document data sheet which must be completed for submission of the best practice 
to the repository (www.oceanbestpractices.org). Please follow instructions carefully. We recommend including this 
document data sheet into your Best Practice document at the end. Please do not change any formatting, entries in 
the left column, or the table structure. The format below will allow automatic ingest of the data in this table into 
the OceanBestPractices Repository. Enter data only in the right-hand column. 

Mandatory fields are indicated with ** but we strongly recommend that you provide data (if applicable) for all the 
metadata fields requested; this will allow you to unambiguously declare what your best practice is about and help 
our indexing technology make it more visible.  
 We recommend including this document data sheet into your Best Practice document. The format below will allow 
automatic ingest of the data in this table into the OceanBestPractices Repository. Enter data only in the right-hand 
column and please do not change any entries in the left column, the formatting, or the table structure.  Mandatory 
fields are indicated with ** but we strongly recommend that you provide as much applicable data as possible, as this 
will allow you to unambiguously declare what your practice is about and help make it more visible.  
 

Language: 
Enter the language of the full text deposit, If the 
language does not appear in the list below, please enter 
'Other'. If the content does not really have a language 
(for example, if it is software, a dataset or an image) 
please enter 'N/A'. 
 
English || Chinese || French ||  German || 
Italian || Japanese || Spanish || Other || N/A || 

 

Methodology type: 
Enter the type of methodological document you are 
submitting. Please enter all that apply. Separate entries 
with a semicolon (;) 

 

 

https://www.oceanbestpractices.org/
https://www.oceanbestpractices.org/
http://www.oceanbestpractices.org/
https://www.oceanbestpractices.net/
https://www.oceanbestpractices.net/
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Adoption level:  
Please indicate how broadly the uploaded methodology 
is used and/or adopted; please select all that apply. 
Novel (no adoption outside originators) 
Validated (tested by third parties) 
Organisational 
Multi-organisational 
National 
International 
N/A 

 
 

Endorsement (author declared):  
Please enter if your submission (in its entirety) has been 
endorsed by an organisation or community as one or 
more of the following: 
De jure standard: A methodology that an official 
authority has legally declared as a reference or 
authoritative model.  
De facto standard: A methodology that has become a 
reference or authoritative model through wide adoption 
and common use in at least one community of 
practitioners. 
Good practice: A methodology that has repeatedly 
produced reliable, fit-for-purpose results with regard to 
its stated objectives. 
Recommended practice: A methodology that has been 
recommended for use by an authority, organisation, 
community, or other group. 
Best practice: A methodology that has repeatedly 
reproduced superior results relative to other 
methodologies with the same objective and which has 
been adopted and employed by multiple organisations. 

 

Endorsement (external):  

Please indicate whether this submission (in its entirety) 
has been endorsed by an organisation or community. 

Please name the organisation or community that 
performed the endorsement above. 

 
 
YES    
NO 
 
 

Author Last, First Name(s)  ** 
Separate multiple entries with a semicolon (;) 
e.g.: Smith, Joseph; Jones, H.; (enter the name/s as it 

appears in the document in the correct order) 

  

Author ORCID(s) 
eg. 0000-0002-4366-3088 
Separate multiple entries with a semicolon (;) 
Visit https://orcid.org/ to register 
The order of these entries should correspond to that of the 
names above 

 

Editor Last, First Name(s)  
Where there is no personal author list the editor/s.  
Separate multiple entries with a semicolon (;) 
 (enter the name/s as it appears in the document in the 
correct order) 
eg: Buttigieg, Pier Luigi; Simpson, Pauline; 

  

https://orcid.org/


Data Management Best Practices Document Template 

5 
 

Editor ORCID(s) 
e.g.: 0000-0002-4366-3088 
The order of these entries should correspond to that of 
the names above.  Separate multiple entries with a 
semicolon (;) 

 

Corporate Author  
Where there is no personal author or editor enter the 
organization, project or team name responsible for 
creating the best practice,  eg.   CleanSea Project 

 

Date of Issue (yyyy-mm-dd) ** 
e.g. 2018-05-21 

 

Recommended Next Content Review Date (yyyy-mm-
dd) 
Please indicate the date which you believe the 
document should be revised and updated 

 

English-language document title ** 
Entries should be in English. 
If applicable, include a sub-title after a colon (:) and 
version number after the title text (e.g. Version 3.2). 

 

Alternative or Non-English document title 
If the title was not originally in English, please include it 
in its original form here. If applicable, include a sub-title 
after a colon (:) and version number after the title  text 
(e.g. Version 3.2). 

 

Recommended Next Content Review Date (yyyy-mm-
dd) 
Please indicate the date which you believe the 
document should be revised and updated 

 

Place of Publication 
e.g.: Plouzane, France 
This should correspond to the publisher name(s) 
provided below. 

 

Publisher  Name(s) ** 
e.g.: Institut Français de Recherche pour l'Exploitation de 
la Mer (IFREMER) 
 

Please state the Institute’s (Issuing Organization) name 
as it is specified in official communications. Separate 
multiple publisher entries with a semicolon (;) 

 

Pages  or Extent 
e.g.: 57pp.  Use straight through pagination of document 
e.g.  39pp. & Annexes   Use pagination of the document 
body text 
 e. g. 12 mins  (for video) 
 

 

Series and/or Document Number(s)  
If applicable, list creator document identifiers, 
e.g.:  SIP Protocol Series 6; JERICO-NEXT-W2-D2.1.-
24112016-V2.0 
Separate multiple entries with a semicolon (;).  
 

 

External identifiers  
e.g. DOI:xxxxxx ;  ISBN: xxxxxx 
Separate multiple entries with a semicolon (;). 
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Official location of document  
Enter one  URL for te document: of organization; 
publisher, projects;  Code Repository; Dataset; Other.   

Organisation, publisher or project - 
Code Repository - 
Dataset - 
Other - 

Contact person - Last, First names 
e.g. Smith, Joseph 

 

Contact person -  Email **  

Abstract/Summary ** 
Free text, Please provide a brief summary of your best 
practice including, as appropriate, a brief descriptions of 
what techniques your best practice is about, which 
ocean environments or regions it targets, the primary 
sensors covered, what type of 
data/measurements/observing platform it covers, limits 
to its applicability and note the community of practice 
that developed the best practice. 
 

 

Refereed Status** 
Has this document been peer reviewed/refereed? Please 
enter YES, NO or UNKNOWN 

 

Maturity Level  
If applicable, enter the maturity level of the 
methodology in the document 
N/A: where maturity level not applicable 

Mature: Methodologies are well demonstrated for a given objective, 
documented and peer reviewed; methods are commonly used by 
more than one organization (TRL 7-9) 
Pilot or Demonstrated: Methodologies are being demonstrated and 
validated; limited consensus exists on widespread use or in any given 
situation (TRL 4-6) 
Concept: A methodology is being developed at one institution(s) but 
has not been agreed to by the community; requirements and form 
for a methodology are understood  (TRL 1-3) 

 

Spatial Coverage 
If applicable, please specify the region where the best 
practice is applied. For regional term guidance use the 
following link: 
https://www.nodc.noaa.gov/worlddatacenter/regions.ht
ml.  e.g. SW Pacific Ocean 

 
 
 
 
 

Sustainable Development Goals, Targets, and Indicators 
** 
If applicable, please specify if the best practice has 
application for a sustainable development goal. Target 
number is required and should be entered  e.g 14.1 
Add Indicator if applicable eg.  14.1.1  
Refer to this page for more information: 
https://sustainabledevelopment.un.org/  
Separate multiple entries with a semicolon (;) 
Enter N/A if not applicable 

 

Essential Ocean Variables (EOV) 
Copy and paste standard variable names from the list on 
this link.   
Separate multiple entries with a semicolon(;) 
Enter N/A if not applicable 

 

https://www.nodc.noaa.gov/worlddatacenter/regions.html
https://www.nodc.noaa.gov/worlddatacenter/regions.html
https://sustainabledevelopment.un.org/
https://gcos.wmo.int/en/essential-climate-variables/ecv-factsheets
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Essential Biodiversity Variables (EBV)  
Copy and paste names from this link 
Separate multiple entries with a semicolon(;) 
Enter N/A if not applicable 
 

 

Essential Climate Variables (ECV)    
Copy and paste standard variable names from the list on 
this link (e.g for atmospheric variables not already under 
EOVs)  
Separate multiple entries with a semicolon(;) 
Enter N/A if not applicable 

 

Other Variables  
Please list here any other variable relevant to your 
document that are not included as EOVs, ECVs , EBVs or 
supporting variables above, (e.g. ice accretion, 
anthropogenic carbon) 
 
Separate multiple entries with a semicolon(;) 
Enter N/A if not applicable 

 

Sensors 
If applicable, please list here the type of sensor/s and 
manufacturers that are mentioned in the best practice, 
e.g. Water sampler General Oceanics. 
 
Separate multiple entries with a semicolon (;).   
Enter N/A if not applicable 

F 

Other Keywords  
Add any other key words, e.g. Melt pond; Diatoms; 
Absorption coefficient 
 
Separate multiple entries with a semicolon (;). 

 

 Bibliographic Citation ** 
  Enter the form in which you would like your  
  article cited. For example, consider this report  
  citation format:  
 
  Author/Editor (Year) Title.  Place of Publication,   
  Publisher, Pages.  (Series Document ID). DOI: 

 

 License ** 
 (click to view license) 
 Choose one of the following: 

● All rights reserved     
● Public Domain   (CC0)          
● CC BY-NC-SA 4.0            
● CC BY-SA 4.0                
● CC BY 4.0                
● Other (please specify) 
● No Creative Commons License 

 
 CC=Creative Commons  

 

 
 
 
 

https://geobon.org/ebvs/what-are-ebvs/
https://gcos.wmo.int/en/essential-climate-variables/ecv-factsheets
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://creativecommons.org/licenses/by-sa/4.0/
https://creativecommons.org/licenses/by/4.0/
https://creativecommons.org/licenses/
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Version history metadata 
We recommend including a revision history with your document. Please order your revisions such that the earliest is 
at the bottom of the table. 
 

Revision  
We recommend 
using semantic 
versioning (e.g. 4.2.1) 

Date 
 (yyyy-mm-
dd) 

Note on  modifications 
A very brief description of the changes made. A 
more developed account should be given in a 
preface to the document  

Lead Author  
Last name, first 
name(s) 

 
 
 
 
 

 


