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Working with QBuild 
Job Cards: Do and Charge

Background and overview  
QBuild is currently undergoing an upgrade of their IT system and as a result is introducing some new ways of working 
with QBuild for contractors.  From November QBuild will be issuing job cards to all contractors for all ‘do and charge’ 
work. If you are an existing contractor, the job card replaces the carbon copy job statement booklets. As per your 
agreement of working with QBuild, this job card will be required to be returned with your invoice as soon as possible 
after the completion of your job.   
 
The purpose of this fact sheet is to provide contractors with information on the new Do and Charge Job Card which 
QBuild will be introducing from mid-November 2009. 
 
What is the Do and Charge Job Card? 
Job cards will be the official transaction document between QBuild and a contractor of services. Job cards will be used 
for all unplanned maintenance jobs and planned work that has been agreed to be completed on a do and charge 
basis. You will receive one job card per work order task you have been assigned.  The information on the job card will 
advise you of the client details, job to do and the planned timeframe for the job to be done.  Upon completion of the 
job, the information you supply on the job card will provide confirmation the job has been done, if there are any other 
requirements and cost of the job.   
 
Note: Job cards will also be issued for service maintenance, refer to the Service Maintenance Fact Sheet available to 
be downloaded from the QBuild website. 
 
Information provided on the job card 
The following information will be provided 
pre-populated on the job card:  

 work order number 
 field release order   
 description of job  
 client and site details.  

  
Information to be provided on completion  
Contractors will be asked to complete the 
following details on the job card before 
returning it to the QBuild office with your 
invoice: 

 actual job start and finish 
 work performed 
 additional work required 
 costing 
 signature of completion. 

 

When will you start receiving job 
cards? 
Job cards will start being issued from mid-
November 2009.   
 

How will you receive a job card? 
Job cards can be received (and returned) in any one of the following ways: 

 to your nominated email address; or 
 to your nominated facsimile number; or  
 via the new online application, WebView; or 
 via the post (if you do not have any of the above methods).  

 
 
Please note: The diagrams and pictures provided in this document are subject to change leading up to our implementation date.   
This fact is sheet for information purposes only.  
Details of how to use the forms will be made available closer to the initiation of the new processes.  


