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CLIENT INFORMATION REQUEST
[Project] information request
CLIENT	[Client]
DATE	[Date]
CONTACT	[Name]
[Explain why the information is needed and which work it supports.]
Requested information
	ID and requested information
	Format
	Contact
	Needed by

	[ID, priority and information]
	[Format]
	[Owner]
	[Date]

	[ID, priority and information]
	[Format]
	[Owner]
	[Date]


Transfer and handling
[Use the client-approved transfer location and any access instructions supplied.]
Timing and questions
[Explain the impact of missing inputs and how to report unavailable data.]
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