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Site name:
Site leader / contact: 
Contact details: 

Site information
Hours:
Entity: 
Address: 
An outline of where signage ‘is and is not permitted’: 

Service information
Services at site (please list all services required to be listed): 
Logos required: 

What areas of the facility require signage? Please select essential only.
· Entry doors
· Reception
· Facades
· Roof
· Walls
· Lightbox / awnings 
· Windows
· Internal directional signage

Photos
· Images supplied for each of the signage requirements 
· Image supplied of the full façade of the site/facility
Images must be clearly labelled to identify the location and description of each image.

Approvals
· Sammie Mitchell (Marketing)
· Site leader
· Liz Hucknall (Properties)
· Landlord
· Service leader

Please note marketing we will require all the above information as a minimum to accept the signage brief and provide effective signage support. Please allow a minimum of 55 working days end-to-end for large signage projects. 

If you are unsure on how to complete the checklist, submit a brief or if you have any questions, please contact csgmarketing@communitysolutions.com.au
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