Mishap Description Quality Analyzer 
Key to Data Base Entries


Column Data Entry Guidance for MDQA database files.

Length is not rigid, but if longer than space it will wrap within column. However, check the label document before printing to ensure alignment does not result in unwanted dropping of characters.

BBdb entries.

	Field

Name
	Suggested max. length 
	Description

	Source 
	8
	 code for Source, from code assigned in SourceDB file.

	Rec
	6
	 a unique record number for each record created. Can be combined with Report ID or code, to accommodate subsequent data merging with other case files.

	Actor 
	24
	 Name (or ID) of person or object that acted, as reported. Enter all names used. Record names, pronouns, plural verbs, etc as reported. Don’t interpret. ? placeholders ok if not specified.

	Action 
	24
	 verb, past tense, active voice, stating what actor did, as reported. ? placeholders ok if not specified.

	Descriptor 
	30
	 words needed to completed reported action as described such as quantitative information, dimensions, who or what action affected, etc.

	Location 
	20
	Place where action reportedly took place, if reported.

	Remarks 
	48
	 Notes investigators make about uncertainty, data still needed, etc.

	BeginTime/seq# 
	14
	 Enter reported time action began OR enter sequence number after display is prepared and analyzed

	EndTime 
	14
	 Enter reported end time for action, or duration if reported or reasonably possible to estimate

	Duration 
	14
	 Enter duration of action if reported

	Links
	Unlimited
	Enter record numbers of input BBs linked to this BB


Glossary entries
Create a new record whenever an actor name or action is entered which does not appear on the Glossary list.

	Actor  
	24
	use same name as recorded in BBdb file

	Action 
	24
	use same action as in BBdb file

	w
	48
	 whatever notes users care to enter, such as other similar names or actions, actual name of actor when generic name is used,  etc.


Data Source entries

A record should be created when 

· A previously unlisted source is acquired, or referenced

· A source passes from one custodian to another, to meet chain of custody requirements. A new record should be prepared for each handoff.

	Date
	 date a record is entered

	Origin
	name of report, person, organization, or other identifier of source, to permit user to go back to the source for verification, supplemental data, etc.

	Sourcecode
	 code assigned to source, to be used to identify this source during and after this QA or investigation process

	Sourcename
	name you assigned to source

	Sourcetype
	 nature of source, such as document, map, sketch, photo, etc

	StoredAt
	 describes where source is presently stored

	Custodian
	 name of person responsible for security of source, and phone, fax, email where custodian can be contacted

	Notes
	 space for notes investigator might wish to make about source, like chain of custody needs, storage precautions, retention limits,  
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