[Name of the scheme]
Scheme number [SS number/year]
27 October 2026
Letter of appointment
Our reference: [Reference of the quote request]
Appointed contractor
	Name
	[Contractor's name]

	Trading as
	[Trading name]

	Registration number
	[Company registration number]

	VAT number
	[VAT number]

	Contact
	[Contact person]

	Address
	[Contractor's address]


Work
[Title of the work]
[Description of the work]
Figures and terms
	Quotation
	[Quotation number], dated [Date of the quotation]

	Amount excluding VAT
	[Amount excluding VAT]

	VAT
	[VAT]

	Amount including VAT
	[Price including VAT]

	Quotation valid until
	[Date until which the quotation is valid]

	Lead time
	[Lead time in days]

	Scope
	[Scope of the work]

	Exclusions
	[What the quotation excludes]


Authority
A resolution of the trustees at their meeting adopted on [Date of the trustees' meeting]: "[Text of the trustees' resolution]" (PMR 13(1), 14(1) and 14(2)).
[Name of the scheme] appoints the contractor named above to carry out the work described above on the terms of its quotation, as set out above, and on the authority recorded above. This letter is signed on behalf of the scheme by two trustees, or by one trustee and the managing agent (prescribed management rule 10(1)(b)).
Signed
	Signature
	 

	Name
	[Name of the first trustee]

	Capacity
	Trustee

	Date
	 


	Signature
	 

	Name
	[Name of the second trustee or the managing agent]

	Capacity
	[Trustee or Managing agent]

	Date
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