What You Need to Know about the Project Worksheet:
1. What’s the goal or outcome of the project?

2. Why is it important?

3. What are the critical resource constraints if any? (a constraint is a limitation. And is usually time, money or people)

4. When does it need to be complete and what is considered “complete”?
5. What did you have in mind for a budget?
6. What‘s the absolute minimum that we can get away with and still consider it successful?
7. What are the things that need to be created and/or purchased?

8. What are the key events/milestones you expect to see to ensure the project is progressing as expected?

9. Are you aware of anything that could go wrong? And if it does, what should be done about it?

10. Who can help with the plan? Who is a good point of contact for developing the plan?
11. Who will be impacted either positively or negatively by it? What are the impacts and how should we deal with them?
12. Who has a strong personal interest in the project? 

13. Who needs to know about project progress? What do they need to know, why do they need to know, when do they need to know it, how often do they need to know, and how should the information be shared with them?
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