Understanding Documentation Tip #1

Documenting the Technical Analysis




Work Paper Contents

The analyst's work papers should include but not be limited to the following data:

· Minutes of any pre-analysis meetings;

· Elements evaluated;

· Questions to the contractor and associated replies;

· List of data received;

· List of additional data required;

· Requested data not received and contractor's reason;

· Chronological summary of events;

· Sampling size and reason for choice;

· List of drawings by part number;

· List of data not part of technical analysis file;

· Limitations to the evaluation (time and date);

· Requested elements not evaluated and reason;

· Names and positions of persons contacted; and

· Other pertinent data.
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