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Template 77. Request for References


Directorate
Section

Contact name

Tel no

Fax no

Your ref

Our ref

(Company Contact Name

Company Name

Company Address)
Dear

Tender for (Name of goods or services)
(Insert Tenderer's name) has applied to (insert name of Council) to tender for the [insert name of services] and has given your organisation for a reference.

I would be grateful for your comments on the contractor's performance.  To assist you in this, I have enclosed a form.  Please complete it and return it to me in the envelope provided by (date of return). 

Your help will be much appreciated 

If you have any questions regarding the enclosed documents, please do not hesitate to contact (contact name) on (external telephone number including STD code) ( email address).

Yours sincerely

(name of officer

job title

department)

Enc

(Name of Council)

Department 
REFERENCE ON CONTRACTOR (given without prejudice)
	Name of Service Provider: (Enter name of Service Provider)



	Please provide some details in relation to the service that was provided for your organisation:

Description of Service

Length of contract

Value of contract




	Please tick relevant box
	Excellent
	Above Average
	Satisfactory
	Below Average

	Company Expertise
	
	
	
	

	Delivery of a quality service on time 
	
	
	
	

	Level of Customer Service
	
	
	
	

	Reliability of service provision
	
	
	
	

	Standard of administration
	
	
	
	

	Compliance with performance criteria specified in the contract
	
	
	
	

	Handling of complaints
	
	
	
	

	Would you recommend this service provider to another organization?



	Any other comments



	Completed by:  ……………………………………. Name(please print)       Signature………………………………………………



	Position:……………………………………………………..
Date:  ………………………..

On behalf of:  ……………………………………………………………………Name of organisation
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