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	Data Item
	Format / Description
	Value / Range
	Sources of Data

	[Field name]
	[Number / text etc.]
	[field validation]
	[where the info comes from]

	[Field name]
	[Number / text etc.]
	[field validation]
	[where the info comes from]

	[Field name]
	[Number / text etc.]
	[field validation]
	[where the info comes from]

	[Field name]
	[Number / text etc.]
	[field validation]
	[where the info comes from]

	[Field name]
	[Number / text etc.]
	[field validation]
	[where the info comes from]

	[Field name]
	[Number / text etc.]
	[field validation]
	[where the info comes from]

	[Field name]
	[Number / text etc.]
	[field validation]
	[where the info comes from]

	[Field name]
	[Number / text etc.]
	[field validation]
	[where the info comes from]


Project ID and Name: [System Study]





Frequency of Use:


[how often are completed forms used]





Purpose:


[What is the purpose(s) of the form for the user or recipient]








Users/Recipients:


[HR Department]


[Line Manager]








Growth Rate:


[i.e. fairly static]





Average:


[No. of forms]








Minimum:


[no. of forms]





Maximum:


[No. of forms]





Volumes per:


[i.e. month]








When created:


[trigger for a new form]





Storage location:


[HR Department]





Retention Period:


[length of time form is kept]








Prepared by / Maintained by:


[who updates the form]





Storage Medium:


[how the form is stored]








Size:


A4	








Method of Preparation





Number of Parts:


1





Stationery Ref:


[Form XX]








Filing Sequence:


[i.e. Alphabetical]





Description:


[description/purpose of document being reviewed]





Sheet:


[1 of 1]





Project file reference:


[doc 10]








Document name:


[document under review]








Document Specification





Field Specification (no. of fields):








