	Project Request Worksheet

	Customer:

	Project:



	1. 
Who are my customers?

	Primary Customers
	Secondary Customers

	
	

	
	

	
	

	
	

	
	

	2. 
Have I done this before? Has anyone else in my department?



	3. 
When do I need to deliver? What happens if I don’t get it done on time?



	4. 
What do my customers expect to achieve? Profit? Cost savings? Quality or timeliness improvements?



	5. 
Where does the project fit in the “big picture”? Priority for this project compared to my other work?



	6. What constraints do I have?
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