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Data-readiness checklist

Check the information and access the workflow actually needs.

] Map the required fields

List the workflow trigger, decision inputs, and output fields. Record the source system for each
field.

[1 Check representative records

Look for missing, stale, conflicting, and duplicate values. Agree handling based on the
consequence of each condition, not a universal population percentage.

[J Define missing-value rules

Choose skip, review, or an approved alternative. A missing value must not silently become
permission to send.

[] Test actual access

Use the real workflow account and permissions. Check that the connection returns only the
intended information; a prompt is not an access boundary.

] Test the exceptions

Use complete, blank, stale, and duplicate examples. Record the expected result first and hold
live sending during the test.

] Verify the handoff

Confirm that held records reach the named reviewer. Approve live actions only after both
decision rules and access checks pass.
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