APS Briefing/Request for Quote Form
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Date Supplied:

Your contact details:

	Name:
	Parent Department:
	Arm’s Length Body (ALB):

	
	
	

	
	
	

	E-Mail Address:
	Telephone Number:
	Mobile Number:

	
	
	

	
	
	

	Address:
	
	

	
	
	

	
	
	


Invoice details:


	Cost Centre:
	Purchase Order No:

	
	

	
	


Please specify the client department raising the Purchase Order:





Quote or estimate?


	Estimate
	Quote

	(for budgeting purposes)
	

	
	



We aim to return your estimate/quote to you within two working days. If you require your estimate/quote returned sooner, please specify below:


Project/job name:


Project Name:


Job Name:


Studio services required:

	Design & Artworking
	
	Please advise of any of the following key dates (if known):

	Copy Editing
	
	Copy supplied
	
	

	Typesetting
	
	1st proof required
	
	

	Proof Reading
	
	Sign off required
	
	

	Alternative formats
	
	Publication/Go live date
	
	

	ePublishing
	
	
	
	

	
	
	
	

	Production services required:

	
	
	
	
	

	Print
	
	Required delivery date
	
	

	
	
	
	
	

	Distribution
	
	Publication date (if required)
	
	

	
	
	
	
	

	Fulfilment
	Please state required delivery address(es) below, along with any bespoke delivery requirements

	Publication
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Product details:


	Product Type (Booklet/Poster etc.):
	
	Material:
	Material weight (If known):

	
	
	
	

	
	
	
	

	Number of Pages:
	Finished Size:
	Quantity required:
	Command & House Paper or

	
	
	
	Unnumbered Act Paper?

	
	
	
	

	
	
	
	

	If your job is an Unnumbered Act Paper, do you require APS Group to publish it for you?
	

	Or will you be self-publishing it?
	
	
	

	
	
	
	

	4 Colour Process
	Pantone Colours
	Total Colours:
	

	
	
	
	



Would you like this job to look/feel like a job produced for you in the past? If so, please provide details of the previous job


Enquiry / Product Details


If artwork is being supplied, when will the artwork be supplied to us?
What security rating applies to this work?


If you are providing the assets to print from, we need these supplying as a print ready PDF. Alternatively, if you require the APS studio to do this we can provide you with a quotation.


