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Draft of Document Intake Form
	Item
	Details

	Document title
	

	Document date
	

	Type of document (e.g., email, protocol, photograph)
	

	Obtained from (e.g., person, database)
	

	Document history (how did it come about?)
	

	Authenticity and completeness of the document (Does it appear genuine? Is anything missing?)
	

	Purpose of the document (Why was it produced?)
	

	Main and collaborating authors, sponsors
	

	Intended audience(s)
	

	Information (content) presented or discussed
	

	Source of information presented
	

	Other documents referenced
	

	Themes that are relevant to the study questions
	

	Other comments
	


Adapted from Merriam and Tisdell (2016)

