
APPENDIX F – Reference Request Form Example for Services Contracts
	Project Title:


	

	Supplier Name:


	

	Reference provided by:


	

	Please return this form by:


	

	Please return this document by e:mail to:


	


Please  (  the appropriate box and supply further details if requested.

	1.
	Has this Supplier carried out, or are they currently carrying out this type of service for you? If so please give brief details of service, contract duration and value;
	YES
	
	  NO
	

	
	
	
	
	
	

	
	

	
	Value
	£
	  Contract Duration
	
	

	
	Contract Title and Details of Services;

	
	

	

	Yes

No

2.
Are you currently using this supplier?

3.
Was it easy to contact them during normal working hours?

4.
Was it easy to contact them outside of normal working hours?

5.
What is the average annual % variation between the ordered value and invoiced value of work?

%
Yes

No

6.
Was the level of extra work claimed justified and reasonable?

YOUR OPINION OF THE SUPPLIER:  
Please indicate your assessment of the Supplier by ticking the appropriate box for each of the following categories:

Very Good

Good

Satisfactory

Poor

Additional Comments

7.
How well did they perform in meeting different priority times?

8.
How well did they deal with tenants and/or other members of the public? (If applicable)
9.
How good were they at keeping tenants and/or informed of the progress of their job? (If applicable)
10.
Speed and effectiveness with which complaints are remedied

11.
How efficient and accurate was the general administration of the contract, i.e. invoicing, variation orders, etc?

12.
Quality of the supplier’s quality assurance policies & procedures and adherence to industry regulations


	13. 
Would you invite this supplier to tender for work in the future?    YES ☐ NO ☐

If so, please explain why.

14. 
Do you consider the Supplier was proactive in trying to improve levels of service? 

YES ☐ NO ☐

If so, please give brief details.




	
	

	NAME
	

	
	

	POSITION
	

	
	

	SIGNATURE
	

	
	

	DATE
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