Staircase Quotation Enquiry Form
Use one record per staircase or repeated type. In Word, click each grey response to type. Mark missing information To confirm. Repeat the flight record on page 2 for additional flights. This form records the quotation basis; it does not authorize fabrication.
Project and enquiry record
RFQ reference  To confirm	Revision and issue date  To confirm
Project and delivery location  To confirm
Stair ID and type  To confirm	Quantity and locations  To confirm
Building and connected floors  To confirm
Prepared by and contact  To confirm	Recipient  To confirm
Use and scope  To confirm indoor or outdoor use and new work replacement or alteration
Survey and measurement basis
Dimension unit  To confirm	Survey date and source  To confirm
Surveyor and drawing or photo references  To confirm
Lower reference surface and planned finish build up  To confirm
Upper reference surface and planned finish build up  To confirm
Measured vertical height  To confirm	Finished total rise  To confirm
For a subfloor to subfloor measurement, estimated finished rise equals measured height plus the upper finish thickness minus the lower finish thickness. Identify assumptions and confirm final levels before production.
Opening footprint and clearances
Opening length width shape and measured edges  To confirm
Available footprint and entry and exit space  To confirm
Overall stair width  To confirm	Required clear width  To confirm
Landings doors beams and other obstructions  To confirm
Overhead levels and headroom check reference  To confirm
Label structural or finished edges on a sketch. Map overhead obstructions in section; ceiling height alone does not establish headroom along the proposed stair.


Stair Layout and Specification
RFQ reference and revision  To confirm	Stair ID  To confirm
Flight record
Copy this record for each flight. Attach a plan with an UP arrow and a section. Keep stair geometry and quantities linked to the same drawing revision.
Flight ID and from to levels  To confirm	Layout drawing and revision  To confirm
Riser count  To confirm	Separate tread count  To confirm
Proposed riser height  To confirm	Proposed going and reference  To confirm
Flight rise run width and landing dimensions and levels  To confirm
Spiral or curved details where applicable  To confirm centre diameter entry exit and rotation on the drawing or Not applicable
Counts require a coordinated layout. When the upper floor is the final walking surface, a conventional single flight often has one fewer separate tread than risers; do not apply this blindly to other arrangements.
Components materials and visible finishes
	Component and extent
	Material system finish and sample reference

	Stringers or primary structure
	To confirm

	Treads risers and nosings
	To confirm

	Flight handrails and guards
	To confirm sides extents and terminations

	Landing and upper opening guards
	To confirm extents and connections

	Glass infill and fixing system
	To confirm system specification or Not applicable

	Lighting and electrical interface
	To confirm supply wiring driver access and installer or Not applicable



Supports technical checks and responsibility
Upper lower and intermediate support locations  To confirm
Substrates structure and available evidence  To confirm
Connection design strengthening and anchor responsibility  To confirm
Applicable project requirements and technical reviewer  To confirm
State pending structural and local requirement checks. Do not infer support capacity from a photograph or treat a selected glass type as a complete guard specification.


Scope Delivery and Quotation
RFQ reference and revision  To confirm	Stair ID  To confirm
Supply and installation boundaries
For every line, enter Included, Excluded, By others or To confirm, then identify the party and any allowance or exclusion. Do not leave a blank to mean included.
	Work item
	Status party and scope notes

	Survey and technical documents
	To confirm

	Fabrication and finishes
	To confirm

	Supports fixings and preparation
	To confirm

	Packing freight and insurance
	To confirm

	Clearance duties and taxes
	To confirm

	Unloading and floor delivery
	To confirm

	Installation and making good
	To confirm

	Checks cleanup and waste
	To confirm



Named delivery point access and handling restrictions  To confirm
Target survey and review dates  To confirm	Delivery and site readiness  To confirm
Commercial basis and attachments
Currency tax basis validity and price breakdown  To confirm
Payment milestones allowances options and warranty  To confirm
Attached file references revisions and purposes  To confirm
Include current plans and sections, survey sketches, opening and support photographs, delivery route photographs, finish references and any project specifications. Identify superseded files.
Open issues and release status
Open issue and affected scope  To confirm
Response owner and due date  To confirm	Reply reference and status  To confirm
Quotation status and outstanding assumptions  To confirm
Fabrication release reference and authorized scope  To confirm separate written release is required
An accepted price or finish selection is not fabrication release. Confirm coordinated dimensions, connections, technical checks and current drawings before the affected work is released.
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