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1 PURPOSE

The purpose of this procedure is to detail the process of plant hire at Reay Services Group, such that an
efficient and systematic approach is used.

2 SCOPE

The scope of this procedure shall cover the hiring of plant owned by both Reay Services Group and
external suppliers, including the control of relevant documentation and information.

3 DEFINITIONS

The Company: Refers to Reay Services Group (RSG) and associated entities.

The Client: Refers to the business or entity requesting plant hire.

PO: Purchase Order.

SOW: Scope of Works document.

4 RESPONSIBILITIES

4.1 Managing Director
The Managing Director shall:

 Ensure the procedure is implemented as part of the quality management system; and

 Ensure adequate resources are available to apply the procedure.

4.2 Managers/ Supervisors
The Managers / Supervisors shall:

 Ensure the procedure is applied in the workplace including training people in the procedure;

 Regularly monitor the workplace and workplace practices to ensure compliance with the
procedure; and

 Review the procedure with their people periodically.

4.3 Employees and Contractors
Employees and contractors shall:

 Comply with the requirements of the procedure; and

 Provide feedback on the procedure Supervisor as required.

5 PROCEDURE

5.1 Reviewing a Request
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 After receiving an email from a client requesting plant hire, first check to see whether the job is

suitable and appropriate for RSG:

- What is the location and duration of the project?

- Is the scale of the project worthwhile for RSG?

- What plant is required for the project?

- What are the client’s terms and conditions for the project?

If it is decided that RSG does not want to tender on the job, reply appropriately to the client and let
them know why we are unable to advance further.

5.2 Logging the Tender
 First assign the tender with a unique RSG ID number and enter the relevant information into the

Tender Register:

↳ Company Data (P:)
↳ 0. Business Development

↳ 1. Business Development Registers
↳ RSG Business Development Register – Tenders

The screenshot above shows only a limited view of the Tender Register – so keep in mind that there are
other sections to fill out such as location, date due, award date, and more.

5.3 Setting up a Tender Folder

 Now that a unique ID has been assigned for the tender, create a specific tender folder on the

Company Data network to file all relevant documentation. Go to:

↳ Company Data (P:)

Received Date RSG ID Short Description Company
Tender

Platform
Contact Details

RSG Person

Responsible
Status

24/11/2017 1836 Trenching works- Bannerton SP UGL Limited Plant Miner stephen.job@ugllimited.com L Jamieson Submitted

29/11/2017 1837 Lakelands Stage 2 - prelim civil Nilsen Direct petereriksen@nilsen.com.au L Jamieson Submitted

30/11/2017 1838 Plant Hire - Tyndale CPB Plant Miner nathan.mete@cpbcon.com.au - 02 903 55810 L Jamieson Submitted

30/11/2017 1839 Plant Hire - Wardell CPB Plant Miner nathan.mete@cpbcon.com.au - 02 9035 5810 L Jamieson Submitted

1/12/2017 1840 Sunrise Project Spiecapag Direct Tom Marks 0458 459 507 L Jamieson Submitted

4/12/2017 1841 Broken Hill Pipeline (John Holland) Murphy Pipe & Civil Direct matthew.parker@mpcgroup.com L Jamieson Rejected

5/12/2017 1842 Trenching works - Tamworth Eire Contractors Plant Miner peter@eire.com.au 0404245574 L Jamieson Submitted

11/12/2017 1843 LW13 Surface Goaf Drainage BHPbill iton Direct M Barios To Be Submitted

9/12/2017 1844 EOI- Haughton Solar Farm RCR Client Haughton@rcrtomlinson.com.au L Jamieson Submitted

8/12/2017 1845 EOI-Mill Creek Dam - Outlet Pipe Shaw Contracting Direct M Barrios Submitted

8/12/2017 1846 Rock Wheel Trencher - Wind Farm Wolf Energy Plant Miner rdibella@wolfenergy.com.au M Barrios Submitted

12/12/2017 1847 EO Depot Myambat & Williamtown BMD Plant Miner M Barrios To Be Submitted

1848

1849

1850

1851

1852

The RSG ID is simply
the next sequential
number available

Remember to come
back and update the
status as you progress

When tendering through Plant
Miner, the contact details will not
be available until after submission
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↳ 0. Business Development
↳ 7. Tenders

↳ 7.1. Current

 Copy and paste the Plant Hire Folder Template, and rename it with the allocated tender number,

description, and client.

It is important to use the same RSG ID and short description
that you previously used in the Tender Register

e.g. 1826 – Daydream and Hayman Solar Farms (RCR)

5.4 Tender File Structure

 Now that a specific tender folder has been created, use the Folder Structure Guide to determine

where to save and find specific files.

Use this file structure
template for plant or
trencher hire only

The template above is
for tenders for projects
more than straight
plant hire
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 The Folder Structure Guide can be found in the tender folder previously created. The guide

consists of three spreadsheets – Project Folder, Tender Folder, and Plant Hire Folder (which is

what will be used for this procedure) and breaks down the overall folder as shown below:

5.5 Quoting Plant for Hire

 When providing quotes on plant, it is important to review the SOW requirements first.

 Select the appropriate hire rate (refer below).

Plant Hire Folder

Main Folder Sub Folder Contents Intent

1 Client Information 1.0 Scope of Works (SOW) Request for Quotation

Email of Client requesting

service (Direct)

PDF of quote screen (Plant

Miner)

1.1 Correspondence In (Client)

Any communications from

Client

1.2 Correspondence Out (RSG)

Any communications from

RSG to clarify tender

2 Costing 2.1 Quotes Freight (mob/demob)

Any information used to

develop basis of rates

Accommodation

Any information used to

develop basis of rates

3 Workings 3.0 Superceded Old working files

3.1 Plant Hire Rates Spreadsheet of working

4 Submission Letter of Offer Word Document & PDF

Quote Clarifications Word Document & PDF

Hire Agreement PDF only

Emails

Copy of Submission (titled

"YYMMDD - Submission")

PDFs Plant Miner Screen

5 Post Tender

Any communication /

clarification of reworkings

and resubmissions (if

required)

6 Implementation

Information that will be

needed to handover if

tender is successful
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 Check other costs that may be required – such as accommodation, mobilisation, demobilisation,

meals, etc.

5.5.1 RSG Plant

For the basis of the RSG plant hire rates, refer to the RSG Plant Hire Rates spreadsheet:

↳ Company Data (P:)
↳ 0. Business Development

↳ 3. Expert Estimator
↳ 3. Plant Hire

↳ RSG Plant Hire Rates

To Note:
- This spreadsheet is based on a number of costs for each plant item (ownership cost,

maintenance cost, etc.) from 2017 figures

- The final sell rate provided in the spreadsheet is at a daily rate (calculations based on 21

days per month)

- Take note of the current location for the vehicle of interest, and update its location

accordingly

5.5.2 Externally Supplied Plant

For the basis of hired plant rates, refer to the Equipment Rates 171122 spreadsheet:

↳ Company Data (P:)

RSG Plant Hire Rates

Call Sign Description Type Current Location
Ownership Cost

(July 2017)

Maintenance Cost

(per month)

Registration

(per month)

Statutory / COI

(≈ $170/year) 

UHF Radio

(≈ $3000/year) 

Total

Monthly Cost

Total Daily Cost

(≈ 21 days/month) 

MINIMUM DAILY

SELL RATE

RSG0010 Dual Cab Utility Truck Holden Rodeo Mackay Office $0.00 $279.03 $64.82 N.A. $250.00 $593.85 $28.28 $90.28

RSG0023 Truck Isuzu Grasstree $157.43 $749.39 $155.34 $14.17 $250.00 $1,326.33 $63.16 $78.95

RSG0030 Backhoe JCB Grasstree $56.00 $1,885.91 $17.96 N.A. $250.00 $2,209.88 $105.23 $131.54

RSG0034 Trencher Vermeer T955 Glencore $8,379.28 $2,665.85 N.A. N.A. $250.00 $11,295.13 $537.86 $672.33

RSG0045 Excavator (30T) Doosan Moranbah $2,843.00 $1,146.79 N.A. N.A. $250.00 $4,239.79 $201.89 $252.37

RSG0048 Single Cab Utility Truck Toyota Hilux Grasstree $978.73 $212.92 $49.63 N.A. $250.00 $1,491.27 $71.01 $77.87

RSG0049 Dual Cab Utility Truck Toyota Hilux Grasstree $998.63 $574.10 $49.63 N.A. $250.00 $1,872.35 $89.16 $90.28

RSG0051 Water Truck Hino fM2630 Habana $4,131.29 $817.71 $207.06 N.A. $250.00 $5,406.07 $257.43 $321.79

RSG0063 Sedan Ford Falcon TX FG Mackay Office $341.49 $523.29 $76.85 N.A. $250.00 $1,191.62 $56.74 $62.42

RSG0067 Wagon Ford Territory Mackay Office $854.10 $0.00 $72.90 N.A. $250.00 $1,177.00 $56.05 $61.65

RSG0070 Track Trencher Vermeer T1255 Brisbane $18,486.97 $551.62 N.A. N.A. $250.00 $19,288.59 $918.50 $1,148.13

RSG0076 Single Cab Utility Truck Toyota Hilux Ross Doyle $444.14 $741.29 $64.05 N.A. $250.00 $1,499.49 $71.40 $77.87

RSG0077 Single Cab Utility Truck Toyota Hilux Michael Wilkins $444.14 $711.00 $64.05 N.A. $250.00 $1,469.20 $69.96 $77.87

RSG0079 Commuter Bus Toyota Hiace Moranbah $248.14 $296.56 $113.91 N.A. $250.00 $908.61 $43.27 $54.08

RSG0085 Crane Truck Hino 700 Habana $3,518.51 $737.05 $108.24 $14.17 $250.00 $4,627.97 $220.38 $275.47

RSG0100 Service Truck Isuzu VEZ 1400 Moranbah $2,482.57 $691.79 $212.90 $14.17 $250.00 $3,651.43 $173.88 $217.35

RSG0102 Single Cab Utility Truck Toyota GXL Landcruiser Collinsville $2,997.60 $275.47 $219.88 N.A. $250.00 $3,742.96 $178.24 $77.87

RSG0103 Dual Cab Utility Truck Toyota Hilux Moranbah $1,104.58 $112.09 $217.63 N.A. $250.00 $1,684.31 $80.21 $90.28

RSG0105 Dual Cab Utility Truck Toyota Hilux Moranbah $1,104.58 $132.35 $217.63 N.A. $250.00 $1,704.56 $81.17 $90.28

The minimum daily sell rate is a base guideline for what price
to quote the plant

It includes a set profit margin, but does not take into account
fuel or mobilisation costs
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↳ 0. Business Development
↳ 3. Expert Estimator

↳ 3. Plant Hire
↳ Equipment Rates 171122

The screenshot above shows only a limited view of the Equipment Rates spreadsheet, specifically the
buy and sell rates. Keep in mind that the full spreadsheet also contains plant description, make and
model, supplier, as well as a number of other inputs.

To Note:
- This spreadsheet contains various calculations based on a number of factors (including fuel

consumption, mobilisation / demobilisation, maintenance costs, etc.) to obtain a final rate

at which we should sell the hired plant

- The values are also dependent on either hourly, daily, weekly, or monthly rates depending

on the supplier and quote

- The spreadsheet is based off of quotes from within the last 6 months only. As we receive

new quotes for machinery, please add these to the spreadsheet accordingly

- RSG plant rates are also included in this spreadsheet

5.6 Tender Documents

Before submitting to the Client, there are a number of important documents which you must ensure you
have ready:

 Plant Sheet

↳ Company Data (P:)
↳ 0. Business Development

↳ 11. Plant Sheets

 Plant Rates

- Submission of plant rates depends on the tender platform used. For example, if via direct

email the Microsoft Excel spreadsheet or a PDF copy may be sent. However, other

platforms such as Plant Miner may require you to submit the plant rates in their format.

Hour Day Week Month Hour Day Week Month Hour Day Week Month Hour Day Week Month

10 7 30 10 7 30 10 7 30 10 7 30

$ 8.31 $ 83.13 $ 581.88 $ 2,493.75 $ 9.56 $ 95.00 $ 665.00 $ 2,850.00 $ 10.50 $ 105.00 $ 735.00 $ 3,150.00 $ 10.50 $ 105.00 $ 735.00 $ 3,150.00

$ 8.31 $ 83.13 $ 581.88 $ 2,493.75 $ 9.56 $ 95.00 $ 665.00 $ 2,850.00 $ 10.50 $ 105.00 $ 735.00 $ 3,150.00 $ 10.50 $ 105.00 $ 735.00 $ 3,150.00

$ 8.31 $ 83.13 $ 581.88 $ 2,493.75 $ 9.56 $ 95.00 $ 665.00 $ 2,850.00 $ 10.50 $ 105.00 $ 735.00 $ 3,150.00 $ 10.50 $ 105.00 $ 735.00 $ 3,150.00

$ 87.50 $ 875.00 $ 6,125.00 $ 26,250.00 $ 100.00 $ 1,000.00 $ 7,000.00 $ 30,000.00 $ 100.00 $ 1,000.00 $ 7,000.00 $ 30,000.00 $ 100.00 $ 1,000.00 $ 7,000.00 $ 30,000.00

$ 75.00 $ 750.00 $ 5,250.00 $ 22,500.00 $ 86.25 $ 862.50 $ 6,037.50 $ 25,875.00 $ 87.25 $ 872.50 $ 6,107.50 $ 26,175.00 $ 116.00 $ 1,160.00 $ 8,120.00 $ 34,800.00

$ 105.00 $ 1,050.00 $ 7,350.00 $ 31,500.00 $ 120.75 $ 1,207.50 $ 8,452.50 $ 36,225.00 $ 121.75 $ 1,217.50 $ 8,522.50 $ 36,525.00 $ 150.50 $ 1,505.00 $ 10,535.00 $ 45,150.00

$ 125.00 $ 1,250.00 $ 8,750.00 $ 37,500.00 $ 143.75 $ 1,437.50 $ 10,062.50 $ 43,125.00 $ 144.75 $ 1,447.50 $ 10,132.50 $ 43,425.00 $ 185.00 $ 1,850.00 $ 12,950.00 $ 55,500.00

$ 70.00 $ 700.00 $ 4,900.00 $ 21,000.00 $ 80.50 $ 805.00 $ 5,635.00 $ 24,150.00 $ 81.50 $ 815.00 $ 5,705.00 $ 24,450.00 $ 81.50 $ 815.00 $ 5,705.00 $ 24,450.00

$ 60.00 $ 600.00 $ 4,200.00 $ 18,000.00 $ 69.00 $ 690.00 $ 4,830.00 $ 20,700.00 $ 70.00 $ 700.00 $ 4,900.00 $ 21,000.00 $ 70.00 $ 700.00 $ 4,900.00 $ 21,000.00

$ 55.00 $ 550.00 $ 3,850.00 $ 16,500.00 $ 63.25 $ 632.50 $ 4,427.50 $ 18,975.00 $ 64.25 $ 642.50 $ 4,497.50 $ 19,275.00 $ 64.25 $ 642.50 $ 4,497.50 $ 19,275.00

$ 135.00 $ 1,350.00 $ 9,450.00 $ 40,500.00 $ 155.25 $ 1,552.50 $ 10,867.50 $ 46,575.00 $ 156.25 $ 1,562.50 $ 10,937.50 $ 46,875.00 $ 190.75 $ 1,907.50 $ 13,352.50 $ 57,225.00

FINAL SELL RATE(w/FUEL) over durationFINAL SELL RATE (w/MOB) over durationSELLBUY
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 RSG Plant Hire Agreement (QMS-FRM-037). This can be found under:

↳ Company Data (P:)
↳ 1. RSG (Reay Services Group)

↳ 8. Document Control
↳ 8.2. Quality

↳ 8.2.2. Forms

 Quote Clarifications / Letter of Offer

- A template (section shown below) can be found in the tender folder previously created.

Simply update the tender number, title, and any other relevant details.

5.7 Tender Submission

It is a good idea to have a fresh set of eyes review your work
before making any submissions to the Client

When submitting the tender documents, ensure you file a copy of the email in the previously created
tender folder (or a PDF copy of Plant Miner).
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Note: If using Plant Miner, this is also the step where the Client’s contact details will be made
available, so be sure to update this in the Tender Register.

5.8 Hiring of Plant

If the tender is successful, the project folder can then be set up. Before providing the plant, ensure these
key requirements are first obtained:

 Valid Purchase Order (PO)

 Signed copy of the RSG Plant Hire Agreement and Terms & Conditions (QMS-FRM-037)

↳ Company Data (P:)
↳ 1. RSG (Reay Services Group)

↳ 8. Document Control
↳ 8.2. Quality

↳ 8.2.2. Forms

A copy of the Plant Hire Agreement Template can also be found under “Implementation” in the Tender Folder

 Completed copy of the Plant Hire Inspection Checklist (QMS-FRM-043) – by both RSG and the

Client. This can be found under:

↳ Company Data (P:)
↳ 1. RSG (Reay Services Group)

↳ 8. Document Control
↳ 8.2. Quality

↳ 8.2.2. Forms

6 REFERENCED DOCUMENTS

RSG Business Development Register – Tenders
Folder Structure Guide
RSG Plant Hire Rates
Equipment Rates 171122

QMS-FRM-623 - Plant Hire Agreement Template
QMS-FRM-043 - Plant Hire Inspection Checklist
TR-PRE-040 – Plant Hire Procedure Presentation


