Private Rubbish Collections
Booking

· Job requests are received over the phone

· The bulk waste operatives also receive verbal requests when they are on their rounds

· Please fill in a job sheet for any job request, add it to the diary and the ‘Bulk Waste Log’
· The rubbish truck is used for Cityclean rounds Tuesday to Friday; therefore, please see the diary before giving a date for private jobs. 

The guidelines are:

· Two private rubbish jobs/ quotes can be carried out Tuesday to Friday, in the afternoon after the Cityclean round

· The truck is usually free on a Monday to carry out additional private jobs; however, please check the diary to make sure the truck is not booked out all day on a large or long distance job. N.B. Monday may also be the day that it is booked in for a service

· When offering the client a date for the work to be carried out, please specify only ‘AM’ or ‘PM’ rather than a time. 
· Any additional requirements should be noted on the form – it is important to advise the clients that any request can not be guaranteed
· Please state the agreed date and either ‘AM’ or ‘PM’ at the top of the job sheet 

Prices
· Please see the bulk waste price list for the cost of specific items and size of loads. These are only guidelines and the drivers may need to add an additional charge for bulky / heavy or specialist loads

· We can offer a 5% discount for public or voluntary sector organisations and a 10% discount for regular customers. Regular commercial customers may have an agreed rate for rubbish removal – please see the Contracts Manager for this information (details of agreements with regular customers may also be available in the Clients or Rubbish Removal file on screen)

· The bulk waste operatives are also able to give a free estimate for any works. Once the estimate is agreed they may be able to take the load immediately or book the job in for a day agreed with the client. Please note on the job sheet whether it is for an estimate or if a price has been agreed with the office

· Clients can pay by cash, cheque or postal order. Only regular clients or registered companies can be invoiced for the amount of the job; this facility needs to be agreed with the Managing Director.

Handing Out Work

· Once a date has been agreed with the client and added to the ‘Bulk Waste Log’ and diary, please file in the ‘Jobs to Do’ or, if it is for that day, please ring it through to the bulk waste operatives

· At the end of each day, any jobs for the next day should be copied for the drivers and the form placed in the ‘Jobs Given Out’ file

· Once the work has been carried out, the drivers will bring in the job sheets with our copy of the receipt and any payment. These should be put in the Office Manager’s tray for invoicing. The office copy can then be removed and placed in the recycle bin unless the request was verbally passed to the drivers. If so, the office copy will need to be attached to the receipt for invoicing
· All jobs will be invoiced, whether payment has been received or not, as we do not operate a cash book system. If payment has been received the Bulk Waste log,  Invoice List and our copy of the invoice will state this and it will be filed in the ‘Invoices Paid’ folder; the client may not need a copy of the invoice as they have been issued with a receipt

· When the job is invoiced, the Bulk Waste Log is updated with details of the invoice number and payment
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