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Welcome
Gray Matters is responsible for the production and
placement of Tasmanian Government classified
advertising – locally, nationally and internationally.

to pair legislative print requirements with digital and
social media that can reach and engage your specialised
markets.

Over the past 20 years, GMA has placed more than
50,000 advertisements across Tasmania alone with
99.8% accuracy.

Your ads can appear same day in digital or as early as
the next day in print. And, you can be confident your
branding is accurate, your accessibility requirements
are met, your spend is cost-effective and your reporting
is measurable.

Our team of experienced account service professionals
allow us to negotiate some of the lowest advertising
rates in the country while our creative specialists
can turn around designs quicker than anyone in the
business.
But what makes us truly different is our integrated
media and marketing solutions which will enable you

Our one-stop-shop approach means no matter the
scope of your project, you will always be in touch with
the same professionals who have the knowledge and
skills to get your government job done quickly and
efficiently.

“We are the state’s number
one print media buyer and not by accident.”
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How to use this Playbook
This playbook has been designed to make the process of placing your traditional or digital advertising as simple as
possible.
Please be sure to read each section in its entirety and take special note of any instructions or deadlines outlined in the
playbook. If you can’t find what you are looking for, or need further clarification on any of the contained procedures,
contact us so that we can assist you and improve this playbook for the future.
If you require any further information or wish to discuss your project in detail, please do not hesitate to contact the
Gray Matters Advertising team.

e | studio@graymatters.com.au
t | (03) 6224 8777
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Your points of contact

THE GMA GOVERNMENT ACCOUNTS TEAM

Katey Love

Imogen Brown

Jake Seychell

ACCOUNT MANAGER

ACCOUNT CO-ORDINATOR

DIGITAL MARKETING MANAGER

e | katey@graymatters.com.au

t | (03) 6224 8319

e | jake@graymatters.com.au

t | (03) 6224 8319
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t | (03) 6224 8777

Katey is your first point of contact
when placing an advertisement. From
receiving your initial email to finally
dispatching the advertisement to the
media, Katey is able to advise you on
every aspect of the process.

Imogen comes to us after many years
in the media and marketing industry.
As a qualified graphic designer,
she can advise you on suitable
Government branding, style and
media placement.

Jake comes to us after studying
dual Law and Psychology degrees
at the University of Queensland.
Jake is proficient in the design and
development of websites with an
emphasis on information architecture
and user experience.

Conrad Thunig

Helen Polanowski

Sarah Fitzpatrick

SENIOR GRAPHIC DESIGNER

ACCOUNT/ MEDIA BUYER

MANAGING DIRECTOR

e | conrad@graymatters.com.au

e | helen@graymatters.com.au

e | sarah@graymatters.com.au

t | (03) 6224 8317

t | (03) 6224 8317

t | (03) 6224 8777

With over 20 years of professional
design experience, Conrad has
worked with a broad range of clients
locally, nationally and internationally.
He brings with him a wealth of
knowledge both in print and digital
design.

Helen is responsible for the
coordination of all invoices, billing
details and financial statements as
well as providing media and account
service support.

As Managing Director, Sarah is your
senior point of contact within the
agency. Sarah is available at any
time should you wish to discuss any
details of your account.

Submitting an advertisement
AN OVERVIEW

ADVERTISING REQUEST
Lodge your request via email, phone or your department’s
online booking system.

DEVELOPMENT
We will take the information you provide and send you a
digital proof for confirmation.

PROOFING AND CONFIRMATION
Check all details of the digital proof to ensure accuracy. Once you have confirmed the proof,
we will not modify the advertisement without further client approval.

PUBLICATION
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Your ad will be sent to the relevant media supplier to be published.

Understanding the Government Style Guide
Before submitting any ad for print or digital publication, be sure to familiarise yourself with the Tasmanian Government
Style Guide and, in particular, page 41, which indicates what elements of your ad design can be individually tailored.
Note that you will not be able to execute design changes that violate any of the terms of the Government Style Guide.

When Submitting your ad:
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You can request changes to:

You can NOT request changes to:

• All body copy supplied for the advertisement

• The colour scheme of the advertisement

• Contact details to accurately direct the listing

• The government logo or addition of department logos

• Images to be displayed in the header of the listing

• The link to the government website

YOU
CAN REQUEST
REQUEST
YOU CAN
CHANGES TO

CHANGES TO
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YOU NOT
CANREQUEST
NOT REQUEST
YOU CAN
CHANGES TO
CHANGES
TO

Submitting a print advertisement
Please pay close attention to the category of advertisement you wish to place with GMA, as the way you submit your ad
varies from Campaign Display to Classified Display or Composite Employment, Public Notices or Tenders placement.
Regardless which type of advertisement you wish to place, you will always require the following information to
effectively lodge your submission with GMA:
ADMINISTRATIVE DETAILS
• Include a contact name and attach email address for invoicing purposes
ADVERTISING COPY
• All written content that is to appear in the ad, including headings, body and supplementary content
• Please proof this copy and ensure any writing is consistent with the required government style (see more)
EXTERNAL MEDIA
• Include any logos, images or special requests that are to be included in the advertisement
DESTINATION
• Let us know where and when you want your advertisement to be displayed
• Please pay special attention to the relevant deadlines associated with your desired placement (see more)
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Although we will always proof any content sent to us as part of the formatting process, any errors in supplied text
remains the responsibility of the sender. Please double check any content you send to us as GMA is not liable for a
misprint in supplied advertising information once final approval has been given.

Campaign Display Advertising
SUBMISSION VIA DIRECT EMAIL

Campaign advertising - such as that used for Tasmanian Government Public Awareness campaigns - can be booked
across various mediums to achieve your desired results. In traditional markets such as print, these ads are placed in
the Early General News section (EGN) of a newspaper or other non-classified sections of journals and magazines.
And, if you choose TV, radio, print, digital, outdoor or direct mail, GMA can book your campaign advertising across all
sites, ensuring you receive your entitled government rate, regular monitoring, measurement and evaluation reports all
from the one source.
To place campaign advertising, please email katey@graymatters.com.au
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Classified Display Advertising
SUBMISSION VIA DIRECT EMAIL

Classified Display Advertising - used only by Tasmanian Government GBEs that fall outside the Composite advertising
contract or Recruitment Agencies acting on behalf of Government to advertise Senior Executive Appointments - can
be booked across various mediums to achieve your desired results. In traditional markets such as print, these ads are
stand-alone display ads placed in the Classifieds section of a newspaper (i.e. Employment) or other non-classified
sections of journals and magazines.
And, if you choose TV, radio, print, digital, outdoor or direct mail, GMA can book your display advertising across all
sites, ensuring you receive your entitled government rate, regular monitoring, measurement and evaluation reports all
from the one source.
If you are unsure whether you qualify for classified display advertising, please email katey@graymatters.com.au
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Classified Composite Advertising
SUBMISSION VARIES BY CATEGORY

Routine advertising carried out by agencies around their operational activities, that may include - but is not limited to recruitment, employment, educational courses and enrolment, auctions and tenders, announcements, public and statutory
notices and emergency notices, is booked as a composite ad in each section of Tasmania’s three daily newspapers.
For press ads, Tasmanian Government agencies must place all vacancy notices, tenders and public notices in the
consolidated format in Tasmanian papers, and in interstate, and overseas newspapers and/or journals in accordance
with the whole-of-government contract Advertising - Print Media Services for the placement of vacancy notices, tenders
and public notices (contract A003) - with GMA.
Where a Tasmanian Government agency wishes to run routine Government advertising outside the consolidated format,
permission must be sought from the Manager, Communications and Protocol Unit (DPAC) outlining justification for the
variation.
For any other exceptions, please contact katey@graymatters.com.au
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Recruitment Advertising
SUBMISSION VIA PAGEUP

There are two types of CLASSIFIED COMPOSITE employment ads that you can lodge through GMA:
• LINE ADS
• EXECUTIVE DISPLAY ADS “HOT JOBS”
If you need help distinguishing which type of ad you need published, please refer to your relevant supervisor or contact us
at GMA.
To submit an Employment ad, all relevant information must be lodged through the PageUp Government Portal. For further
information on the PageUp system and how to use it, refer to your internal supervisor.
If you miss the PageUp deadline or the copy included in your ad exceeds the allowed maximum, please email the
advertisement details directly to your Account Manager Katey Love (katey@graymatters.com.au), as soon as possible.
DEADLINES
Please ensure that all employment ads are uploaded to the PageUp system by COB Friday, the week prior to publication.
Your entries will automatically generate a spreadsheet on Monday morning. If your ad is not submitted by the cut-off time,
it will not appear on the spreadsheet and thus will not be published.
However, if you miss this deadline, it may still be possible to get your ad published by contacting Katey Love
(katey@graymatters.com.au) with the advertisement as soon as reasonably practicable.
Click here for a detailed breakdown of our advertisement deadlines.
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Public Notices

SUBMISSION VIA DIRECT EMAIL

To submit a public notice with GMA, you do not need to lodge your request through an external system.
Instead, email your advertisement and all details directly to GMA for formatting.
For more information on the deadlines relating directly to public notices, visit the deadlines section or call us on:
(03) 6224 8777
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Tenders

SUBMISSION VIA ELECTRONIC TENDER PROCESS

Similar to employment ads, tender submissions are made via your internal electronic tender process (separate from
PageUp). If you require further information on how to access or navigate this system, refer to your relevant supervisor.
DEADLINES
For your ad to appear in a Saturday publication, ensure that all advertisement details have been sent to Katey Love
(katey@graymatters.com.au) before MIDDAY WEDNESDAY of the week of publication.
If you require placement in a weekday publication, please email your request to Katey Love (katey@graymatters.com.au)
by 10am, 2 DAYS PRIOR to the requested placement date.
Click here for a detailed breakdown of our advertisement deadlines.
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Proofing and confirmation
No matter what type of ad you submit to GMA, we will send you a PDF proof for final examination and approval prior to
publishing your advertisement. For Saturday papers, you can expect to receive this proof by Wednesday afternoon, the
week of publication. For more urgent publication in a weekly paper, we will get a proof to you within 1 business day of your
request.
Upon receiving this proof, carefully check that all advertisement and placement details are correct and are presented
exactly how they should appear in print. No changes can be made after approval, so take your time to ensure every detail
is as it should be. If there are any changes to be made, notify us via email so that these amendments can be made ASAP.
If no changes are necessary, email us your confirmation before 1pm Thursday, the week of publication, so that we can send
your advertisement through to the media. Please prioritise this response.

IF WE DO NOT RECEIVE CONFIRMATION BY RETURN EMAIL, YOUR ADVERTISEMENT WILL NOT APPEAR
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Working with deadlines
Deadlines are the only thing that stands between you and your ad not making it to publication on time.
We don’t want this to happen and that’s why we take every step to ensure that our publisher’s schedules are constantly
updated and communicated to you. This way, if we get your approval before the specified deadline, you can rest easy
knowing your ad will find its way into the requested print run.
Where possible, send completed copy to us as early as possible. Though we will always strive to get your ad published in
even the direst of circumstances, getting your submission in early is your best bet at ensuring a top spot in the publication.
The following media deadlines are current as of July 1, 2022. For updated deadlines, please refer to correspondence from
your account coordinator. If you require information about deadlines for any publications that are not listed, please give us
a call as soon as possible.
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Print media deadlines
EARLY GENERAL
NEWS

PUBLIC NOTICES/
TENDERS MON - FRI

EMPLOYMENT
SATURDAY

PUBLIC NOTICES/
TENDERS SATURDAY

THE MERCURY

4 business days prior

2 days prior - 10am

Tuesday - 10am

Wednesday - 12pm

THE EXAMINER

4 business days prior

2 days prior - 10am

Tuesday - 10am

Wednesday - 12pm

THE ADVOCATE

4 business days prior

2 days prior - 10am

Tuesday - 10am

Wednesday - 12pm

Tuesday - 10am

Tuesday - 10am

Tuesday - 10am

Tuesday - 10am

AUSTRALIAN MON - FRI

4 business days prior

3 days prior - 10am

3 days prior - 10am

N/A

WEEKEND AUSTRALIAN

4 business days prior

N/A

Tuesday - 10am

Wednesday - 12pm

MAINLAND PAPERS

4 business days prior

3 days prior - 10am

Tuesday - 10am

Wednesday - 12pm

NEWSPAPER

AUSTRALIAN FINANCIAL
REVIEW

Note:
• Deadlines are subject to change. Contact your account coordinator for the latest media schedules.
• Other publication deadlines available on request.
• Deadlines for all other media are available by contacting katey@graymatters.com.au
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Invoicing
You will receive an invoice for your advertisement after it has appeared in the publication. This invoice will be sent to the
address nominated in the initial request for advertisement.
The invoice will show details of the contact along with insertion details and media costings to ensure accurate identification.
A PDF attachment of the published advertisement will also be included for reference.
If you do not receive this invoice, or believe an error has been made, contact Helen Polanowski
(helen@graymatters.com.au) to discuss. Please note that all invoices are strictly 30 days. Penalties will apply for late
payment.
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- DIGITAL
- INTERNATIONAL PLACEMENTS
- CREATIVE
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Digital Advertising
From websites to social network channels, the growth of digital platforms shows no sign of slowing.
In comparison to traditional advertising, digital offers a more cost-effective solution for government to reach a bigger web
of people.
And, including digital and social media advertising in your campaigns allows your advertising messages to be targeted based
upon geographic area (geo-targeting) if you are seeking to reach a relevant or regional target market. We are affordable. Our
cost per click across social platforms is unbeatable.
Trust us with your campaign parameters - who you want to target and what you want to achieve.
GMA is Tasmania’s leading agency for the digital placement of recruitment advertising with priority access to more platforms
than anyone else in the state. And, we work with international partners to offer you high-performing programmatic.
Along with our core print and traditional media offerings, we have invested heavily in securing the best digital placements
available. This allows us to offer a fully integrated advertising approach that will position the Tasmanian Government in front
of a new demographic, previously unreachable by traditional means.
We tend to avoid overcrowded online job boards and instead, hand select the locations that your ads are displayed to
encourage only high-quality applicants. This approach allows us to extract key metrics from your placements that are used
to improve the cost effectiveness and reliability of your ads over the duration of the campaign.
To discuss digital placements for government employment advertising, contact Katey Love (katey@graymatters.com.au)
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GMA Digital Offerings

22

Web Applications

Digital Advertising

Systems Architecture & Automation

• JamStack Website
• Progressive Web App (PWA)
• Headless eCommerce
• Customer/Staff Portals
• Website Maintenance Services

• Search Engine Optimisation
• Search Engine Marketing
• Social Media Marketing
• Email Marketing
• Programmatic

• Systems Audit
• Administrative Workflow
• Staff Training

Research & Evaluation

Metrics

• Qualitative and quantitative 		
research
• Concept testing (e.g. focus groups)
• Post campaign monitoring and 		
evaluation
• Reporting can be as granular as 		
you require

• Search Engine Optimisation
• Search Engine Marketing
• Social Media Marketing
• Email Marketing
• Programmatic

International Placements
Gray Matters Advertising places digital and traditional media across the USA, Europe, South- East Asia and all Commonwealth
countries.
Our association Media Reference Centre ensures that all advertising is placed in the right country, the right medium and at
the right time. We are able to provide comprehensive return data including demographic and geographic information for
both print and digital platforms along with international deadlines and print specifications.
Every member of our team is a trained professional, with comprehensive knowledge of local and international media
requirements. With this, we are able to provide specialised strategic planning advice, assist in developing cost-effective
audience reach tactics and suggest alternatives that may see a larger return on investment.
To start a discussion about placements or international media requirements, contact your Account Manager Katey Love on
(03) 6224 8319.
Or email
katey@graymatters.com.au
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Creative Conceptual
As a full-service, creative agency, GMA can develop concept, design and production of all
creative requirements for:
•
•
•
•

Campaigns
Communications strategy
Content development
Creative concepts/design

And, you pay once for creative which can be used across all production platforms:
•
•
•
•
•
•
•
•
•
•

Media
Printing
Pamphlet/book/brochure
Website Maintenance Services
Flyer/poster
Street poster/billboard
Kit Folder
Re-printing existing resources
Multimedia
CD-Rom

•
•
•
•
•
•
•
•
•

DVD Video
Website
Multiple formats
Translating resources into other
languages
Captioning – open, closed
Braille
Large print
Audio (mp3, Podcasts)
Incidentals

Call Conrad on (03) 6224 8317 to discuss your needs.
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• Photocopying - campaign letters,
survey forms
• Couriers
• Mail house or packing/postage
• Launch
• Venue
• Catering
• Talent or artist fees

Employee Training
Need to upskill in a particular area of communications and/or marketing?
Or maybe you just want to improve your ability to use software tools?
GMA provides marketing and communications training to government employees at their place of work - or off site with content tailored to address the level of expertise of attendees one-on-one or in a team environment.
Whether its digital marketing strategies such as video storytelling for social media, crafting contagious content for viral
marketing, or understanding Google analytics, our courses can help government employees bridge the skills gap by
gaining practical market insights.
Over the past two decades, GMA has built a network of media, communications and marketing professionals who will
take your team to the next level.
Not sure what you need? We can help you start the process with a skills audit of your marketing and communications
team.
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