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Leavers' Gifts  
Admin Instructions & Artwork Guidelines
What to do now

Prior to submitting your orders we ask that you send in your class photo and school logo so that we can set up the artwork ready for printing.

We prefer to receive both the photo and the logo in digital format. The photo should be in jpeg format.  The logo should be a jpeg, tiff or pdf and needs to be of a high resolution, over 200dpi.  Please note that we are unable to use logos embedded into the body of an email, as the resolution, which directly links to the quality of the image, is unlikely to be good enough for reproducing.

In order for us to be able to reference the correct photo to the correct order, the file name of the photograph should match the class name on the school order form together with APFS school ID number.
The recommended size for photographs is 6” x 4” or 12” x 8”. Other landscape sizes can be used but may appear smaller on the surface of the mug.  In order for the best reproduction, please do not submit portrait photographs.

We suggest that you use a minimum 5 megapixel camera to take the photo as any less may result in a lower quality reproduction.  Please ensure that the photo is taken in a well lit room to avoid shadowing on the children's faces.   
We ask that both of these files are sent, together with the completed school order form as attachments in an email to orders@apfs.org.uk with your APFS ID and school name in the subject line.

We have a highly experienced IT department so if you are unsure regarding any of the points above then please do not hesitate to call us and we will happily provide advice and guidance.

On confirmation we agreed a date with you as to when your school order would be submitted for production.  By this date your order will need to be received using the School Order form for this project.  
Paperwork

	Item
	Price

	Mugs
	£4.00

	Autograph Books
	£3.00

	T-shirts
	£6.50


These are the prices that Art Projects for Schools will charge the school for each item ordered.  Prices include VAT.
The school order form is completed by totalling the number of mugs, autograph books, and t-shirts ordered and then calculating the total cost of the school. 
The school order form is an editable word document and can be emailed through to info@apfs.org.uk, or printed and faxed free to 0800 019 5220.
The form may also be sent in using our freepost address:

Art Projects for Schools, FREEPOST RRHT-XBKS-HZZG, 
Unit 3, Joseph Wilson Industrial Estate, 
Millstrood Road, Whitstable, 
Kent. CT5 3PS.  
However please allow time for delivery as we may not be able to guarantee the estimated dispatch that was advised at time of booking for orders received after the submission date agreed.
Want To Run The Leavers' Gifts As a Fundraiser?

We've included a suggested letter to parents with an editable order form in the format of a word document. Double click on the order form and add the price you would like to sell each item for. The difference between this price and the price you pay to APFS is retained as fundraising.

**It may be possible for your school to claim back the VAT.  Please contact your LEA for further information.
Art Projects for Schools Ltd FREEPOST RRHT- XBKS-HZZG, Unit 3, Joseph Wilson Ind Est, Millstrood Road, Whitstable, Kent. CT5 3PS

Tel: 0800 027 1939 
Fax: 0800 0195220
Email: info@apfs.org.uk
Web: www.apfs.org.uk
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