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        JOB VACANCY WEBSITE ADVERTISEMENT

REQUEST FORM


YOU SHOULD ANSWER AS MANY OF THE FOLLOWING AS YOU CAN, BUT PLEASE NOTE THAT YOU MUST ANSWER ALL QUESTIONS MARKED * 
*Name of the organisation where the job(s) to be advertised is/are situated: 
*Are there members of the AEA in that organisation?       YES / NO
(delete as appropriate)
YOUR DETAILS
Name of your organisation:

(if different from above)
*Are you an advertising agency?       YES / NO

(delete as appropriate) 
If YES, please be aware that the appropriate charge for our advertising service must be calculated by reference to Section 2 of the fees table, whether or not the organisation for whom you are acting is a local authority (or any other organisation) with AEA members. The table can be seen on our website here:- 
https://www.aea-elections.co.uk/advertising-jobs-tenders/jobs-electoral-services/advertise-contacts/#fees-table. 
We would be happy to calculate the total cost for you but you must submit this order first so we know what your precise requirements are. Just add a request at the end of the form and we will get back to you with the necessary information.      
*Your name:

*Telephone number:

*Email address:

*Postal address:

INVOICE DETAILS
*Does the invoice need to be sent to                YES / NO
someone other than the person 
whose details are shown above?              
(delete as appropriate)
Invoice email address (if different from above):
Name and postal address for the invoice:
Invoice and payment queries

Please give the email and telephone contact details of the person/department responsible for processing the payment of our charges, to whom any subsequent queries should be directed following submission of our invoice; if this is the same as those given in either the "Your Details" or “Invoice Details” sections above, just indicate this here:
*Your reference or purchase order number:

(unfortunately, we cannot process orders without this)

ADVERTISEMENT DETAILS
In which area of the website do you want the advertisement(s) published?*
(delete as appropriate)     MEMBERS ONLY  /  BOTH MEMBERS AND PUBLIC 
*Please enter below the link required to enable an application for the post to be submitted online:

FURTHER DETAILS
Do you require the email service to all AEA members?*  YES / NO
(delete as appropriate). If YES, please mark an ‘X’ against either the first or both of the options below:
Email on first publication of the advertisement

Email reminder 3 working days before the vacancy closing date
Please note that the email reminder service is not available unless the email on first publication has also been requested
Please enter here any additional information, special instructions or request to calculate the total cost:

When completed, this form should be emailed to: enquiries@aea-elections.co.uk


Please do not forget to also attach to your email the file containing the text of the advertisement. You can also attach a job description, person specification and/or the advertiser’s logo if you wish; the latter must be high resolution or we may be unable to use it.
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