	REFERENCE LETTER FORMAT

	
Referee Letterhead

	
	Referee Legal Name:
	

	
	REFERENCE ON COMPANY:
	

	
	Purchase Order Number:
	
	

	
	RFQ Description: Appointment of a service provider for the maintenance, rental, repair and servicing of the forklift at iThemba LABS in Faure, Cape Town, Western Cape for a period of three (3) years

	

	
	Describe the service/work the above bidder provided to you below:
	

	
	Criteria / risks
	Below requirements
	Meets requirements
	Exceeds requirements
	

	
	Product and /or service delivered in accordance to specification
	
	
	
	

	
	Quality of the product and/or service rendered
	
	
	
	

	
	Pricing competitiveness
	
	
	
	

	
	On time completion of project
	
	
	
	

	
	Customer service
	
	
	
	

	
	Overall Impression
	Other comments
	

	
	Approximate value of contract
	
	

	
	Would you use the service provider again?
	· YES ❑ NO
	

	
	Completed by:
	
	

	
	Signature:
	
	

	
	Company Name:
	
	

	
	Contact Telephone Number:
	
	

	
	Date:
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