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PUESTARIO / WORKING TOOLS

Missing document register
One reference, one responsible person, and one next step for each missing item. The CSV template includes
additional columns.

Reference / document Owner Action / due Status

Statuses: missing; received, needs review; verified; not required (with an authorized reason).

Keep the document in the approved location. Record the last check. Do not close an item only because someone
said they sent it.

Review date: _________________ Responsible person: _________________


