[image: image1.jpg]



Guide to identifying critical knowledge: questions about facts or information

Geographic information 

Describe any special geographic information you possess about where things are located and how to get to particular locations.  This includes the easiest way to get to locations.  Describe any such information that may be common knowledge to an experienced employee but would prove to be critical if not known by an inexperienced employee.               


	Inventories

Describe any special information you possess about the location or existence of materials, tools and equipment.  Describe any such information that would be common knowledge to an experienced employee but would prove to be critical if not known by an inexperienced employee.                       


People facts 

Describe any special information you possess about key contacts for expert advice, decisions, permissions, getting something processed or expedited.  Describe any such information that would prove to be critical if not known by an inexperienced employee.
System equipment facts 

Describe any special information you possess about where to locate maps, lists, drawings, vendor manuals, design data, calculations, etc.  Describe any such information that would prove to be critical if not known by any inexperienced employee.


Vendor information 

Describe any special information you possess about how to order parts, materials or services.  Also include where and how to get equipment repaired, calibrated, etc.  Describe any such information that would prove to be critical if not known by an inexperienced employee.



	


These questions are very general in nature; user should adapt them to be more specific to his/her work unit.

Adapted from TVA’s Knowledge Retention Program with Permission
www.performanceSolutions.nc.gov/developmentInitiatives/KnowledgeTransfer/Step2-OptionstoRetainKnowledge/CKQuestionsFactsInfoAppendixD2.doc
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