SERVICE ORDER
	ORGANISATIONS NAME

AND LOGO


	ORGANISATIONS ADDRESS

	To: 

Attention: 
	Date:                 

Fax No.

Our File Ref.

	CC: Country office:

        Regional Office:

        For Information:        

	                                                                     Total No. of pages

	From:                                                              

                                                                         
	Tel direct.:                                                                         Email:

Fax direct:

	Re: SERVICE ORDER
       NATURE OF SERVICE
       Your offer,                             Our Ref.                                      Reg. No………………

	Dear Sir/Madam,

Thank you for your above mentioned offer. We are pleased to confirm our order as follows: -

	Seller                Supplier Name

                         Suppliers Address

Buyer               Name of buying Organisation

                         +
                         Address



	SERVICE        1. Describe Services

                        2. Describe Services
                        Performed by   ………………………….

	Value:                                                             total cost                         cur



	Insurance         To be covered by (Buyer?)



	Completion        

Date of Completion:   (Estimated date of completion)

                                   (Estimated date and time of hand-over)



	Hand-over details               



