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Mechanical Work Package request
	Project code
	

	Reference code
	


To be filled in by the person requesting the work:
	Title
	

	Date
	

	Demanding officer
	

	Description work required

(design/ manufacture)
  
	drawing number



	Date required for completion
	

	   Interfaces to be satisfied by  completed product
	

	 Interfaces to be  maintained 

   during the work
	

	   Any constraints to be    

   observed
	


This needs to be sent to the workshop manager and the Head of Operations.
	Joint agreement by:
Considering constraints:

Estimated effort/cost/time:

Estimated completion date:
	Demanding officer, Workshop manager and HoO 
Is any more detail required e.g. measures, tolerances? Is the required raw material available? Are there other priorities? Is completion by the date required possible?
Estimated effort: 

Date:


The Head of Operations will confirm the agreement to demanding officer, his line manager and the workshop manager.
To be completed by the demanding officer after receiving the work. State satisfaction, delivery in time, accuracy of work (tolerances):
	Work completed and feedback:

	Date: 

Feedback: 



The demanding officer should send this feedback to his line manager, the Head of Operations and the workshop manager.
