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1 PURPOSE & SCOPE 
The purpose of this procedure is to define and communicate acceptance criteria for external and 
internal documents provided to FTI that contain information regarding dimensional data, 
material characteristics, test results for applicable parts and/or components, etc. 

 
 
2 RESPONSIBILITIES 

 
2.1 The Quality Manager (or Designee) is responsible for the implementation and 

effective use of this procedure at FTI. 
 
2.2 The Quality Control Technicians are responsible to: 

 
2.2.1 Assure all documentation meets the requirements of this procedure and: 
 
2.2.2 Communicate to the Purchasing Department all requests for proper 

documentation. 
 
 
3 ACCEPTANCE CRITERIA 

 
3.1 General Requirements 
 

3.1.1 All documents shall clearly identify the material(s) of construction in 
standard, acceptable terminology. 

 
3.1.2 All documents, test reports, certificates shall be readable in format and 

content including all applicable illustrations, pictures, graphs and tables. 
 
3.1.3 All documents shall be free of handwritten notes, notations, etc. that would 

compromise the legibility and appearance of the document. 
 
3.1.4 All original documents shall contain the signature of the individual(s) who are 

authorized to certify the accuracy and truthfulness of the information 
contained therein. 

 
3.1.5 All documents shall be provided in English unless specified differently.  When 

documentation cannot be in English, an English translation or annotations 
verified by the document approver shall be included. 

 
3.1.6 Hand written information shall be avoided.  If hand writing is unavoidable, then 

it shall be easily readable, and verified by name, date and signature. 
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3.2 Format 
 

3.2.1 All hardcopy documentation shall be fitted to 8.5 in. x 11 in. paper and 
suitable to be scanned. 

 
3.2.2 All documents provided in electronic form shall be in PDF format.  

 
 

3.3 Legibility  (See Examples 1 & 2) 
 

3.3.1 All documentation provided (both paper and electronic copies) shall be readily 
legible (capable of being read and understood without the need for 
magnification) as defined by the requirements of this standard, so that no 
ambiguity exists. 

 
3.3.2 All visible Text shall be readable / legible.  This means that scanning resolution 

shall be adapted to size of the smaller characters, so that all characters can easily 
be read. 

 
3.4 Contrast  (See Examples 3 & 4) 

 
3.4.1 Contrast between printed character and background shall be maximized.  

Printed Characters should be in black and background should be in white. 
 

3.5 Graphs & Data Tables, etc. (See Examples 5, 6, and 7) 
 

3.5.1 Relevant information on data tables and graphs shall be clearly identifiable.  All 
relevant items are identifiable (units, title, item measured, etc.) shall be clearly 
identified.  
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Example 1:  Unacceptable Legibility 

 
 

  

 

Information on these documents is 
blurry and not easy to  read. 
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Example 2   Acceptable Legibility 

 
 
 

 
 

All information on these documents is clear and easy to read. 
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Example 3:  Unacceptable Contrast 

 
 

 

Information on these documents is 
difficult to read due to dark background 
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Example 4:  Acceptable Contrast 

 
 

 
 

All information on these documents is clear and easy to read. 
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Example 5:  Unacceptable Data Table/Graph 
 

 
 
 

Example 6:  Acceptable Data Table/Graph Table 
 

 
 

Relevant information (units & item 
measured) are missing. 

All relevant information is present. 
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Example 7:  Acceptable (stand alone) Data Table / Graph 

 

 
 

 
 
 

All relevant information is present.
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Example 7:  Unacceptable Material Identification 

Material(s) of construction not in standard, acceptable terminology. 
 

 
 

 

Material of construction not identified. 

WA623 does not readily identify the 
material of construction in standard, 

acceptable terminology. 


