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	General Information

	Project Title:
	

	Project brief:
	

	Start date:
	
	End date:
	

	Project lead:
	
	Other project group members:
	

	Finance & Supplier Information

	Supplier 1:
	

	Service provided:
	

	Budget code:
	
	Budgeted Cost:
	

	Quantities:
	
	Actual Cost:
	

	Delivery details (if applicable):
	

	

	Supplier 2:
	

	Service provided:
	

	Budget code:
	
	Budget amount:
	

	Quantities:
	
	Cost:
	

	Delivery details (if applicable):
	

	Project review
(thing to consider: resource, communication, timescales, objectives, design, teamwork)

	What were the highlights / innovations of the project?

	

	What areas of the project went particularly well?

	

	Did you encounter any difficulties? If so, what were they?

	

	Is there anything you would do differently next time?

	



