
STEP 1. Things to consider

Will the document be viewed on screen only?

  Yes (please go to STEP 2)

  No

Will the document be printed?

  Yes

  No (please go to STEP 2)

Will the document be printed using an inhouse printer such as a 
laser or bubblejet?

  Yes		   No

Notes

STEP 2. COLOURS

Please indicate how many colours you wish to use.

 1 PMS colour		   2 PMS colours

 Full colour

 Open to suggestion 

 Other: 

Program	   Word	   PDF document	   PowerPoint	        Other (please specify)

Description	   Brochure/flyer	   Poster		    PowerPoint Presentation

	   Form		    Letterhead	 	   Information shell

	   Other (please specify)

Size	   A5	   A4	   A3	   Other (please specify)

No of pages	 Please specify

Orientation	   Landscape	   Portrait	   Other (please specify)

ELECTRONIC QuotE

Please complete this form and fax it back to 07 3255 2644 or bring it along to your first meeting. 
Unit 3, 14 Merivale Street South Brisbane  Qld  |  PO Box 3676 South Brisbane  Qld 4101  |  PHONE 07 3255 2655  

DATE	N AME

COMPANY NAME

PHONE		  FAX

EMAIL

ADDRESS			   POSTCODE

JOB NAME



STEP 4. FILE RESTRICTIONS

Do you have a maximum file size restriction we should beware of?  
(Please check with your IT area if you are not sure).

STEP 3. TEXT / GRAPHICS

TEXT
Text will be supplied as:

  Word document

  Hardcopy (Graystone Studio will need to re-type)

LOGO

  Graystone Studio has my logo artwork on file

  I will supply my logo as:

  Original artwork (Illustrator or EPS)

  TIFF / JPEG 

  �Hardcopy 
(Graystone Studio will need to scan or recreate)

Does Graystone Studio need to create any tables,  
maps or graphs?

  No (please go to Step 4)

  Yes, How many? 

I will supply electronically as:

  Original artwork (Illustrator or EPS)

  TIFF / JPEG

  Word File

  Excel Spreadsheet 

Are there any images in your publication?

  No (please go to Step 4)

  Yes

  I will supply all images electronically as high resolution 
(300dpi) TIFF / JPEG / EPS

  I will supply hard copies to be scanned 
How many? 

  Graystone Studio to search for new images 
How many? 

  Open to suggestion

Notes

STEP 6. DEADLINES and DELIVERY

Very important information. If you have an fixed delivery date,  
or particular interim deadlines, we need to know about them.

  Interim deadlines

  Delivery date

Please provide the email address the final files need to be sent to.

Are there file size restrictions on this email address?

  No

  Yes (please specify file size allowed per email).  

STEP 5. BUDGET

Even if you can only supply a ball-park figure, a budget expectation will 
give us a good idea of the type of solution we will be able to provide.

  My budget is $


