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All elements of this form must be completed before sending for review, as uncompleted forms may result in a resubmission request.

Project Manager:	xxxxx
Budget holder: 	xxxxx
Ultimate approver:	xxxxx
Project title:		xxxxx
Building reference:	xxxxx
Date of brief:	           xxxxx
Delivery deadline:	xxxxx


	Please indicate priority of job with rationale:
	Low   /   Medium   /   High

Xxxxx




Brief (Please indicate your complete requirements for this request)

	Xxxxxx











Requirements

	What’s required:
	Consultation only     Yes / No
Design concepts only     Yes / No
Design and create artwork     Yes / No

If we are to create artwork we will supply all proofs by pdf to the department.

Please indicate your date requirements:
Initial proof ideally by xxxxx
Alterations by xxxxx
Final proof by xxxxx
Final alterations by xxxxx 
Approval by xxxxx


On approval of artwork, design to liaise directly with the printers/suppliers and arrange delivery. We will place a pdf copy onto the University document system for reference.




Design considerations

	Interior / Exterior requirements / factors

	Xxxxxxx



	Additional requirements
	Confirm if the project requires any specific finishes:
xxxxx







Additional project detail

	Key content:
	The Project Manager will supply all content for the job, ideally in word format by department (via email).

In addition any measurements or plans must also be submitted in a readable format if this job is taken on by design.

Please indicate if any research will be required as this will be an additional resource.




Timings / budget

	Schedule
	This schedule will be supplied by the designer if the job is picked up by the internal design team and must be signed off prior to any work starting



	Cost:
	We will liaise with external suppliers for the graphic elements the design team are creating, and will need approval of quotes and purchase orders creating before any work is sent out from approval.



Contacts
	Name
	Email
	Tel

	Project Manager
	xxxxx@manchester.ac.uk
	

	Other key contact
	
	

	Designer
	
	

	Supplier
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