RCL WORKS PROCEDURES

1.0 TENDER ENQUIRIES & ESTIMATING
1.1 RECORDING:

a) When tenders are received they are to be stamped with the date/action/copy stamp and entered onto the tender list. The drawings are not to be stamped but marked with the letter ‘T’ (tender).

1.2  ESTIMATING

a) RCH to decide on which tenders are to be priced. 

b) Jobs not to be priced are to be returned to the client with an explanation letter.

c) Jobs to be prices will be assessed at this stage to see if there is a requirement for FSC/PEFC materials or any other specialist materials that maybe on a long lead in period.

d) Check to see if we can obtain the specified materials in FSC/PEFC (when required), if not suggest an alternative to the client and price accordingly.

e) All tender queries are to be raised using the Request for Tender Information forms (RFTI’s)

f) Enquiries to be put out to our suppliers emphasising the need to use FSC/PEFC materials where required, all enquiry letters to have a standard clause requesting timber certification along with our need to know their Chain of Custody certification numbers. Also check on the availability of stock at this stage as it may have a bearing on the required delivery dates

g) Check the returned quotes from suppliers making sure that they have met all of our requirements and taking special notice of any alternative materials/specifications they may have used relating to FSC/PEFC.

h) Once the tender has been put together estimators are to check and consider any tender adjustments.

i) The quotation is to be sent to the client highlighting drawings, bill pages and specifications used for pricing. Also stipulate specialist materials and any other materials used within our quotation, making sure that  the client is aware  we have adhered to his requirements to use FSC/PEFC materials.  

j) The tender letter is to be specific for each contract, but is always to make reference to our standard terms and conditions. All tender paperwork is to have the job number clearly visible so as not to get mixed up with other contracts.

k) All quotations are to have RCL’s timber procurement policy appended to it.

l) Details of the quote are to be entered onto the tender schedule and the file kept on a shelf in head office.

2.0 CONTRACT AWARD & INITIAL SET UP

2.1 LETTER OF INTENT/ORDER

a) Letter of intent is acceptable to commence with the order being required soon after.

b) Order to be checked by relevant surveyors to make sure all is as per the quotation. Any anomalies are to be highlighted to the client straight away and where necessary a new quotation may be required in line with the order received.

2.2 INITIAL FILE SET UP

a) Relevant surveyors to set up file with all the correct dividers already in place so that the tender paperwork and live paperwork are kept separated.

b) These files are to be kept neat and tidy for everyone’s ease of use.

c) Head office information sheet showing delivery address, contact name, site telephone number, order number and job number is to be issued to head office and placed at the front of the job file.

2.3 APPROVAL OF DRAWINGS
a) Drawings are to be produced in line with the client’s requirements and the quote submitted .

b) RFI’s to be submitted if more information is required at this point.

c) All drawings are to be clearly marked with the job number and where possible the order number.

d) All materials are to be clearly marked on the drawing so that there is no confusion as to what is to be used.

e) Drawings to be submitted for approval with a drawing issue sheet clearly showing date of submission and recipients.

f) On receipt of the returned, marked up drawings ARH and AB are to assess any alterations. The client is to be informed of any cost or delivery implications straight away. Written acceptance of these changes must be obtained before commencement of alterations and ultimately manufacture.

3.0 BUYING (critical control point)

3.1 SITE BUYING

a) All stock sheet materials i.e. MDF, Plywoods and Chipboard are to be FSC/PEFC certified.

b) All timber is to be ordered from the individual cutting lists and take off’s
c) All orders are to have the agreed delivery date and delivery address.

d) All orders that require timber to be FSC/PESC is to be clearly stipulated, site purchase orders will have a tick box on the top of the form to indicate relevant certification required.

e) Ask for the merchants Chain of Custody number as proof of compliance.

f) When required, the drawings will need to be sent with the order.

g) Consideration is needed when ordering specialist materials. Firstly to make sure they are ordered in enough time to meet our delivery requirements and secondly that they comply to FSC/PEFC
3.2 HEAD OFFICE BUYING
a) All head office purchase orders for timber encompassing products are to follow      
      the same sequence as for site purchases, head office orders are to clearly 
      stipulate the relevant certification required.
4.0 DELIVERY

4.1 DELIVERY NOTES

a) All items of timber are to have delivery notes.

b) The delivery note must have a description or schedule of the items along with the order number and the specified certification noted.
c) As well as copies of delivery notes and orders that are returned to head office for payment purposes a further copy of the delivery note and purchase order will be kept together in a specific file, these files will be returned to head office on completion of the contract and kept with the archive files for a period of 7years.
5.0 VALUATIONS AND INVOICING

5.1 Invoices will be printed upon RCL headed paper which will include FSC  


PEFC logos and chain of custody reference numbers
5.2 RCL valuations will have cover pages that will incorporate the same FSC & 


PEFC information as the invoices

