Email sent to Procurement officer:


From: nao@knightscbi.com
To: DirectOr@knightscbi.com
Date: 15/02/2023   Time: 10:00am
Subject: Construction Contractors

Dear Direct Or

I hope this email finds you well. I am writing to inform you of the contractors for our residential construction projects. As a member of the construction team, I understand the importance of sourcing high-quality and reliable contractors in order to ensure the success of our projects.

Following our meeting today, I would like to point out that the approved list of contractors was created based on a combination of factors and as per our Policy and Procedures. These included Identifying the requirements for the project, based on the scope of work, schedule, and budget and those suitable for the project, based on their experience, qualifications, and references.
Our assessment of the contractors, included that they meet the required criteria, including qualifications, experience, financial stability, and references.

Each of these contractors has demonstrated a strong track record in delivering high-quality work on time and within budget. They have also provided competitive pricing and demonstrated a commitment to safety and environmental sustainability.

I would like to confirm our list as below for our current project under discussion:

	CONTRACTOR/SUPPLIER
	CONTACT DETAILS

	Builder
	0123

	Carpenter
	1456

	Electrician
	0789

	Plumber
	0456

	Tiler
	1234



It is great to know that they fulfilled our criteria as follows based on our policy:

1. We will only engage contractors who have been assessed and approved by our procurement and safety teams, based on their track record, certifications, and references.
2. We will establish clear and transparent communication channels with our contractors, to ensure that we can effectively manage the project delivery, safety, and quality control processes.
3. We will seek to establish long-term relationships with our contractors, based on mutual trust, transparency, and accountability.
4. We will require our contractors to comply with all relevant laws, regulations, and industry standards, including those related to safety, quality, sustainability, and ethics.
5. We will encourage our contractors to adopt sustainable and ethical business practices, including responsible waste management, fair labor practices, and environmental protection.
6. We will monitor the performance of our contractors regularly, and provide feedback and support to help them improve their performance and comply with our standards.
7. We will maintain a database of approved contractors, along with their relevant information, including qualifications, experience, and references.

I would like to request your approval for the selection of these contractors, and I look forward to working with them on this exciting project. If you have any questions or concerns, please do not hesitate to reach out to me.

Thank you for your time and consideration

Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
Postal Address: Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567
(LOGO)



Email Received from Director:


From: DirectOr@knightscbi.com
To: nao@knightscbi.com
Date: 18/02/2023   Time: 3:00pm
Subject: Construction Contractors

Hi Noreen
Thank you for your email and for providing a detailed report outlining the selection criteria and the reasons for selecting the contractors for our upcoming residential construction project.
After reviewing the report and the selected contractors' proposals, I am pleased to approve the selection of Contractors for the project. I am confident that they will deliver high-quality work on time and within budget, and I appreciate your due diligence in selecting the best candidates for the job.
I am excited to see the progress of the project and look forward to working with you and the selected contractors to ensure its success.
Thank you for your hard work and dedication to this project.

Kind regards


Direct Or
Managing Director

