g;@ Office of Advancement
PROJECT REQUEST FORM
Print, Web or Digital Publications
Project Requirements

B Completed form with budget/P.O. numbers and supervisor approval
B All project components — text, photos, artwork
B Project timetable agreed with Olffice of Advancement — no project can be guaranteed

owing to deadline requirements of existing work in queue

1. Project Initiator

Name: Alicia Lewis

Phone: €Xxt2107;1360 169 4302

Date: 12/29/2009 Location: &1 Pudong [ Puxi

O Elementary School [ Middle School [ High School [E Department:

2. Project Sponsor/Overseer
Name: 10m Burgess (Alicia Lewis)

Phone: €Xt 3308

3. Budget #:

4. Principal/Supervisor Approval:

Purchase Order #:

5. Project Information (one project per request form)

Title and Description

Quantity Delivery Date*

Substitutes Pudong pictures appropriately

Place High School, Pudong Campus documents into a similar
template to the Puxi Campus course description booklet.

draft pdf | 18 Jan 2009

* Date project must be “in your hands.” Production schedule works backward from this date.

6. Audience

Pudong O Puxi
O Elementary School O Middle School
[ School-wide @ Community

High School
[1 Other:

7. Project Content Providers (text, photos, artwork)

Name(s)

Content

Phone

Tom Burgess/Jon Borden/Michael Chao/Carol Jordan

Modified Course descriptions with changes in MS Word

TB: ext 3308

Ed Programs (Huiling Pan, Jill Du, Alicia Lewis) & PD Tech Department

Pudong-specific images

Huiling Pan 2527; Jill 3521



test
Text Box
Place High School, Pudong Campus documents into a similar template to the Puxi Campus course description booklet.  Substitutes Pudong pictures appropriately
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