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Keep a source note.
Save this form with the original file. Type in it, or print it and write by hand.

My question or the claim I am checking

Source title Issuing body / author / speaker

Original source page and document links

Source date and what the date means Date accessed or saved

Exact page, worksheet/cell, or timestamp

Saved original: filename, folder, optional checksum

What the record shows

Still to check / what this record does not settle

Next record or next check

Later updates: add a dated note with the supporting source. Keep the earlier version.

A source note records your work. It does not turn an unanswered question into a finding.
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