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Student Communications and Marketing Jobs Pro-forma
[bookmark: _GoBack]If you require support from the Student Communications and Marketing Team on a project please complete the table below. Providing this information will enable the team to ascertain if we have the capacity to support your request as well as to plan ahead and create a schedule of work for the year. 

Please fill in the below information and submit to studentmarketing@manchester.ac.uk.

	Contact name:
	

	Team and role:
	

	Date of submission:
	

	Project title:
	

	Format:
Print, e-newsletter, intranet.
If print, size, approx pagination, orientation. 
	

	Description:
Purpose, audience, background etc
	

	Delivery deadline:
	

	Is this a reoccurring or one-off project?
	

	Please give this piece of work a priority ranking from 1-5 
1 is the lowest, 5 the highest. 
This isn’t a ranking of urgency, or size, but of its strategic importance to the team. Feel free to add any information around this ranking.
	

	Any further information
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