REQUEST WORKSHEET - RFQ

Request for quotation — passenger

transport

Complete this worksheet through procurement, HR, operations, administration or events.

Organisation / legal name

Contact name, role and details

Start date and duration

Hours and frequency

Preferred vehicle or required capacity

Required tracking or reporting

Attachments and requirements

o Attach the schedule or rotation table where available
o0  State whether a site visit or pilot is required
o Separate mandatory requirements from options

o List supplier administrative requirements

Sector and site

Requirement type

Origins, stops and destinations

Passengers per journey

Luggage, accessibility and access constraints

Procurement reference / response deadline

This worksheet is neither a booking nor a guarantee of availability. Service is committed only

after written approval of the scope and quote.
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