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Description automatically generated]MLC Provision of Services 
IDB Service Request Form 

	This form is to ensure work requests made by IDBs to MLC staff for their delivery are clearly documented with governance and fee arrangements understood. This form is meant for use for work delivery that is considered outside or over and above ‘business as usual’ services woven into the ‘admin fee’ currently charged to MLC administered IDBs. In time this form will be updated and become part of MLC’s new service provision catalogue. 

This form need not be used for routine planning, consenting or routine M&E work on behalf of IDBs or for operational work requests where MLC already provide routine services to the specific Board via our Operations Manager. 

	It can be completed by an IDB Chairman/Vice Chairman or District Officer or any MLC employee who has received a request to undertake works that they consider not to be routine/business as usual.





	

	Details of Request: 

	IDB Name:
	Add which IDB the work request is for.

	Name of person commissioning work:
	Add the name of the IDB official authorised to commission the work.

	Title/Project Name for request
	Provide a title for the work so we all use a common language for it.

	Details of the work request:
	Details of what work that the IDB is requesting. This is to enable MLC staff to assess whether they have resource and/or capability to undertake and provide an estimate of cost.

	Location information (if relevant):
	Description/address/W3W locations as appropriate

	Outline any timescales:
	Details of any timescale expectations or constraints.

	Is budget available and has the IDB approved expenditure?
	Link to relevant resolutions or approvals withing Board meeting minutes. If unbudgeted/unauthorised outline the urgency and advise how budget/authorisation will be secured.

	Name of person acting as IDB client:
	The name of the person the MLC staff will be working for/reporting to for provision of this specific work activity.

	Other relevant information
	Add as appropriate

	Form Completed by:

	Name: 
	Role:
	Date: 
 




 MLC Review and Quotation
	Reviewed by:

	Name: 
	Role:
	Date: 
 

	Service Request No: Add a Reference No


	Category of Service: May be more than one. Delete as appropriate.

Finance / Legal / Property & Land / IDB Governance / M&E / Regulation & Enforcement / Capital Works / Operations / Ecology & Environment / Other

	Matters Arising Ref: If applicable



	Assessment of Request: 

	Considered as a service already covered within fees paid by the IDB?
	Yes/No (explain why if No)

	Response to the work request:
	Detail whether the request is deliverable with existing internal and/or external resources. Outline any challenges or constraints to delivery and who will need to be involved in delivery.






	Estimated cost:
	Outline the fee, estimated cost range or the hourly rates that will apply.

	Lead MLC Point of Contact:
	Name of MLC employee who is leading the work and/or the point of contact for the IDB client



Authorisation and acceptance of service request:
Name:							Name:
IDB Official:						MLC Role:
Date:							Date:
Append email records of agreement/correspondence
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