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	REQUEST FOR A TIME/COST QUOTATION (Part 1 for completion by the Authority)

	1.
	To: 
	From:
Tel:
Fax:

	
	
	

	2
	Extraordinary Task No:
	[Enter Unique Tasking Number]

	
	Work Package Title:  [Enter Title of Task]

	
	

	3
	Details of Requirement (including location of Waste and Volume to be collected)

	
	[Enter details of requirement, description and supporting information, activities required, and any additional Terms and Conditions,]


















	
	

	
	

	
	

	
	
	

	4
	A quotation for the above requirement is requested by the following date:
	

	
	
	

	5
	Details of required by dates

	
	
Task Commence:

	Task Completion:

	
	
	

	
	
	

	6
	Date:
	
Signed:


	
	
	(Commercial Manager)

	
	
	

	
	
	Name:

	
	
	(Block Capitals)
















	TIME /COST or PERCENTAGE OF SALE QUOTATION  (Part 2 for completion by the Contractor)

	1
	To:


	From: 

	
	Contractor’s Ref:
	Tel: 

	
	Date:
	Fax: 

	
	
	

	Date Offer Expires

	2
	This is a firm maximum price valid until:
	

	
	
	

	


	Signed:
	Name

	
	Director (or his/her nominee)
	(Block Caps)

	
	
	

	
	
	

	3
	Work Package Title

	
	
	

	4
	Delivery Offer[ a timescale/ completion date, supported by a project schedule where appropriate]

	
	Start Date
	Completion Date:

	
	
	

	5
	Details of Requirement

	
	
	

	Item No.
	Type of Work and Number of Hours
	Labour Rates - Number of Hours/Days/ Transport Costs  -  Number & Types of Vehicles
	Hourly Labour Rates / Transport Costs 
	Sub-total (Excluding VAT)

	
	Labour: (Technical Experts)
	 
	
	

	
	
	 
	
	

	
	
	
	
	

	
	Transport: 
	
	
	

	
	
	
	
	

	
	Disposals Costs (please break down into component parts in accordance with the Pricing Matrix at Annex A to Schedule 2)
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	It is confirmed that this offer complies with the terms and conditions of the Contract OR proposed changes for the Authority’s consideration have been identified. [Delete as applicable]. It is confirmed that the offer meets the requirement as detailed in Part 1 of this form. Any applicable assumptions, dependencies or exclusions, and details of any requirements for Government Furnished Assets (GFA) (if applicable) have been detailed.
	

	
	

	
	Total
	

	
	VAT @ 20%
	

	
	Total Inclusive of VAT
	






	CUSTOMER AUTHORISATION / CANCELLATION (Part 3 for completion by the Authority)



	1
	To: 

	From:

	
	
	Contractor’s Ref:

	
	
	Date

	2
	Contract No:  
	

	3
	Work Package Title
	

	4
	Instructions to Contractor

	4.1*
	Please proceed with the work described in Part 1 of this form, in accordance with your quotation in Part 2 of this form.  

	
	Agreed Date for completion of Task:
	

	4.2*
	Please take no further action
	

	
	
	

	
	

	
	

	
	* Delete as appropriate

	5
	Additional Information

	





	Comments 

[for Internal Approval (if needed)– labour hours and other elements of the quotation are commensurate with the work involved, the Unit has confirmed Budgetary Approval]

UIN:

RAC:



	6
	Firm Price (Ex VAT): 
	£

	7
	Payment

	
	Claims for payment will be processed on CP&F against the relevant release – Contract Conditions 8.2 refers.

	Date:
	
Signed:

	Name:

	
	(Project Officer)
	(Block Caps)

	Date
	
Signed

	Name:

	
	(Commercial Manager)
	(Block Capitals)
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