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Brief sheet for

Trafford CYPS
design and print requests
Contact details

	Name
	     

	Tel
	     

	Email
	     

	Team
	     


Project details
	Title
	     

	Target audience
	     

	Item(s) needed

	     

	Further details
Please include:

- aims

- objectives
- background info


	     


	Quantity
	     

	Size
	A3
	 FORMCHECKBOX 

	A5
	 FORMCHECKBOX 


	
	A4
	 FORMCHECKBOX 

	Other
	     

	Print colour
	Full colour
	 FORMCHECKBOX 

	Black and white
	 FORMCHECKBOX 


	
	Two colour
	 FORMCHECKBOX 

	
	

	Branding
	Services for Children, Young People, Families and schools(red)
	 FORMCHECKBOX 


	
	Commissioning, Performance and Strategy and Business Support (grey)
	 FORMCHECKBOX 


	
	Generic (white and cream)
	 FORMCHECKBOX 


	Date required
	     


Please note:
· All images and copy should be supplied with your brief sheet – copy must be supplied electronically in Word format
· Any images must be of satisfactory quality – please see p8 of the CYPS Marketing Toolkit for advice on using images
· If supplying a number of images, please save the files on the transfer drive and provide a link to that folder location
· Once all information has been received, 5 working days should be allowed for the design process, 2 days for approval, and up to 5 days for printing
· In order to place an order, you will required to raise an purchase order via the EBP system
Checklist
	Copy supplied
	 FORMCHECKBOX 

	Images supplied
	 FORMCHECKBOX 


	Image/ attachment location
	Please insert
	     


Please email your completed brief sheet together with any images and copy (or a link to their location on the transfer drive) to James.Blandy@trafford.gov.uk
For office use only

	Date work completed
	     
	Confirmation email sent to contact
	 FORMCHECKBOX 


	Purchase order no
	     
	
	


[image: image2.png]Trafford Children and Young People’s Service brings together council and health
services to improve outcomes for children, young people, their families and schools.
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