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	Who is the project manager, who are the key stakeholders?
(Enter the names of key stakeholders on the project. This will also dictate the email distribution list for reviews).


Write here
	Why is this being done? What is the purpose of the project?
(Description of task - describe sales, marketing or technical drivers, whether this is a bug fix / enhancement.


Write here

	Topics to be covered?
(A bullet-point, high-level overview as a ‘skeleton’ of the main topics or subjects that need to be covered).


Write here

	Topics to avoid, cautions?
(Anything that should NOT be included, or any special cautions or warnings to be communicated to the reader).


Write here

	Target Audience?
(A concise picture of the sort of person who will be reading this document - are they technical / non-technical, how much time are they willing to spend reading it, etc).


Write here

	Is there existing documentation or resource material, and where can I find it?
(Legacy documents, notes, brochures, manuals, web pages, images or videos - please give me as much material as possible, it’s always better to have more information than less).


Write here

	Output medium?
(How the document will be distributed - as PDF, printed, HTML, CHM or laminated reference card, etc).


Write here

	Document size estimate?
(A rough idea of how many pages the document will be).


Write here

	When is it needed?
(Please be realistic, ‘ASAP’ and ‘yesterday’ don’t help to prioritise).


Write here
	Any other useful information?
(Any other useful information not captured above).


Write here.
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