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Checklist for Research Data Handover 

This checklist is intended for researchers who are leaving the institution, completing a project, or handing over responsibilities, in order to ensure the structured transfer of all research data and essential documentation. If the researcher has worked on multiple projects, it is recommended to complete this template separately for each project. Once completed, the checklist should be stored in a central handover folder on the institutional long-term storage.
The checklist covers all types of research data, including (but not limited to) digital data, analysis code, documentation (e.g. protocols, ELN records, README files), and, where applicable, physical and biological materials. It is designed to support clarity about who will take responsibility for the data after the handover, but it does not replace institutional policies on data ownership, authorship, or data retention. Fields marked with * are required and may be adapted by each research group according to local policies.
We recommend that this checklist is completed together with the Principal Investigator (PI), your data steward, and/or the person who will be responsible for the data in the future.
General Information
	Researcher *

	Name + ORCID 

	Faculty / Department

	

	Research group / Lab

	

	Project lead / Principal Investigator *

	Name + ORCID

	Project title *

	

	Project identifiers

	e.g. internal project number, grant ID, ethics approval number

	Project start date *

	

	Project end date 

	

	Effective handover date *

	

	Future data custodian *
	Person who will continue to work with or maintain the project’s data

Name + ORCID 






Funder, ethical, legal requirements

	Funder requirements 
e.g. deposit data in data repository, submit final data management plan …

	Details

	Retention period*

	e.g. 10 years for research data

	Destruction/deletion requirements
	e.g. destroy personal data after 10 years due to GDPR


	Legal/contractual obligations (DUA, MTA, DTA)

	

	Ethical and data protection conditions
	e.g. consent conditions, sharing limitations, anonymization requirements, prohibited uses, sensitive data considerations, obligations from ethics approval




Data and materials overview
Digital data, documentation and code
List folder paths for raw data, processed/analysis data, documentation, and relevant subfolders. Please ensure that the software environment used for data processing or analysis is documented (e.g. environment files, container images, workflow definitions) and stored together with the project code or documentation.
	Data Item
	Location

	
	

	
	

	
	

	
	



Physical data or documentation items
List physical data or documentation items (e.g. consent forms, paper questionnaires, drawings, photographs), with their location (e.g. office number). 
	Data Item
	Location

	
	

	
	

	
	

	
	





Biological material
List location of biological material like cell lines, tissue samples, slides, histology material or extracted DNA/RNA
	Data Item
	Location

	
	

	
	

	
	

	
	



Publications and outputs
Published datasets
	Dataset title
	Repository/platform
	DOI/Link
	License

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Published code or software
	Name
	Repository/platform
	DOI/Link
	License
	Version

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Scientific publications
	Title
	DOI
	full citation
	corresponding author
	access level

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Biological or physical materials deposited in external repositories
	Material
	Repository / biobank
	Accession / ID
	PID
	Access conditions

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






Open Work
This section captures all tasks that remain open after the researcher leaves. These items help ensure continuity of work, compliance with legal and funder requirements, and clarity about responsibilities.
List all tasks that remain to be completed after the handover. Include publications, administrative obligations, and project-related tasks. For each item, specify the next steps, the responsible person after the handover, and where relevant files are stored.

	Task
	Next steps
	Responsible person (after handover)
	Deadline

	
	
	
	

	
	
	
	

	
	
	
	





Handover Checklist
Please review the following points together with the project lead / PI and the future data custodian.
Tick each box once the corresponding action or confirmation has been completed.
Data and materials
	☐	All project data have been transferred from personal devices, temporary storage, or cloud services to institutional storage.

	☐	Raw, processed, and analysis data are stored in clearly structured project folders

	☐	Digital documentation (README, ELN exports, protocols, SOPs, DMP …) is complete and located with the project data.

	☐	Code, scripts, and the software environment required to reproduce the analysis (including environment files or container definitions) are complete, documented, accessible and stored in the designated project folder or repository.

	☐	Sensitive data and pseudonymisation keys are stored securely, in separate locations, according to institutional policies.

	☐	Physical data and materials (e.g. consent forms, samples, lab books, slides) are stored in their designated locations and documented in the template.



Access and permissions
	☐	Access rights to project folders, repositories, electronic lab notebooks, and other systems have been updated for the future data custodian and PI.

	☐	Access for the departing researcher has been revoked or scheduled for removal according to institutional policies.

	☐	Any required system handovers (e.g. Git repositories, shared drives, instrument accounts) have been completed.



Funder, ethical, legal compliance
	☐	Funder requirements have been reviewed and any remaining obligations are documented in the "Open Work" section.

	☐	Ethical and data protection conditions (e.g. consent restrictions, anonymisation requirements) have been reviewed and communicated.

	☐	Legal/contractual obligations (DUA/MTA/DTA etc.) have been reviewed, and follow-up tasks are listed under "Open Work".

	☐	Retention and deletion requirements are understood and documented.



Publications and outputs
	☐	All published datasets, code releases, and scientific publications have been documented with DOI, link, license, and access conditions.

	☐	All required dataset or code depositions have been completed OR are listed under "Open Work"

	☐	All manuscripts that are still in progress are documented in the "Open Work" section, with clear responsibilities defined.





Open Work
	☐	All remaining tasks, obligations, and upcoming responsibilities have been listed in the "Open Work" section.

	☐	Responsible persons for each open item have been assigned and documented.




Signature ________________________________________ 	Date ______________________

Supervisor Signature _______________________________     	Date ______________________
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