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COMMUNICATIONS MAP – CAT B COLLABORATIVE PROCUREMENTS
NOTES: 
1. All communications will be via email – from the Collaborative Procurement Team, notification of documents loaded onto SharePoint, or from APUC’s electronic  tendering system
2. Documentation/information/requests etc to be forwarded to Universities Scotland for info only in respect of all items except where detailed below.

3.
* if applicable, additional recipients to be identified on a commodity specific basis

4.
** UIG Operating Model – for options, please follow link below: 
UIG Interface Cat A  B Commodities
5. Minutes of the UIG meetings may also be issued on a commodity specific basis to PN, SC, US 
For the Restricted Procedure – Commissioning to Contract Management 

	Activity 
	Use of standard template
	Document issued to/available to  recipient(s)* detailed below 
	UIG Operating Model -option applicable**
	Action required of recipients

	Project Start Up

	Data analysis/collection
	No – commodity specific


	UIG (if already established), PN, SC, US 
	1, 2, 3, Cat A
	Complete & return data request form

	Stakeholder identification & UIG invitation
	Yes
	PN, SC, US 
	1, 2, 3, Cat A
	Complete & return  invitation 

	Issue names of UIG members once UIG in place
	No
	PN, SC, US 
	1, 2, 3, Cat A
	For info

	Prepare Questionnaires (if required) & identify intended audience 
	No – commodity specific
	UIG, SC, US
	1, 2, 3, Cat A
	Complete & return questionnaire

	Issue of Questionnaires (if required) 
	No – commodity specific
	UIG, PN, SC, US 
	1, 2, 3, Cat A
	Complete & return questionnaire 

	Commodity Profile & Strategy & Timetable

	Draft strategy
	Yes
	UIG
	1, 2, 3, Cat A
	For comment 

	Agree final strategy (UIG endorsed.  HoCP sign off for Cat B) 
	Yes
	UIG
PN, SC, US 
	1, 2, 3, Cat A
	Agree strategy

For info


	Activity 
	Use of standard template
	Document issued to/available to  recipient(s)* detailed below 
	UIG Operating Model -option applicable**
	Action required of recipients

	Draft Advert(s)
	Yes
	UIG
	1
	For comment

	Draft PQQ
	Yes
	UIG
	1, Cat A
	For comment

	Draft PQQ evaluation criteria
	Yes
	UIG
	1, Cat A
	For comment

	Agree final PQQ 
	Yes
	UIG
	1, Cat A
	Agree PQQ

	Agree final PQQ criteria 
	Yes
	UIG 
	1, Cat A
	Agree criteria

	Undertake PQQ evaluation
(HoCP sign off of PQQ Rec Report for Cat B)
	Yes
	UIG (where agreed)
	1, Cat A
	For info/action (where agreed)

	Issue ITT shortlist 

	Yes
	UIG

	1, Cat A
	Agree shortlist

	Draft ITT
	Yes
	UIG
	1, 2, 3, Cat A
	For comment

	Agree final ITT 
	Yes
	UIG
PN 
	1, 2, 3, Cat A
	Agree ITT

For info

	Issue & Evaluation of ITTs

	Record of PQQ debriefing (if any)
	Yes
	UIG
	1
	For info or input as required

	Record of Bidders’ Conference (optional)
	No
	UIG 
	1, 2
	For info

	CAN 
	Yes
	UIG
	1, 2
	For info/input as required

	Draft ITT evaluation criteria
	Yes
	UIG
	1, 2, 3, Cat A
	For input/

comment

	Agree final evaluation criteria 
	Yes
	UIG
	1, 2, 3, Cat A
	Agree criteria

	Undertake ITT evaluation
	Yes
	UIG
	1, 2, 3, Cat A
	To evaluate

	Undertake bid clarification 
	Yes
	UIG
	1, 2, 3, Cat A
	To evaluate

	Associated documentation e.g. presentations, site visits, demos etc
	Site visit template – others will be commodity specific
	UIG
	1, Cat A
	For input/

comment (as appropriate)


	Activity 
	Use of standard template
	Document issued to/available to  recipient(s)* detailed below 
	UIG Operating Model -option applicable**
	Action required of recipients

	Draft PTN record (if undertaken)
	Yes
	UIG
	1
	For info/

comment (as appropriate)

	Draft award report
	Yes
	UIG (if agreed - on a commodity specific basis)
	1, 2, 3, Cat A
	For info/

comment (as appropriate) 

	Final award report (UIG endorsed.  HoCP sign off for Cat B)
	Yes
	UIG
PN, SC, US
	1, 2, 3, Cat A
	To agree
For info

	Issue Standstill Period letters (if applicable)
	Yes
	UIG
	1
	For info

	Dissemination

	Draft & issue Commodity Action Report
	Yes
	Finance Directors, UIG, PN, SC, US & others on a commodity specific basis 
	1, 2, 3, Cat A
	For info

	Issue Buyer’s Guide
	Yes
	Institutions
	CUPID
	For info

	Issue savings notification to institutions
	Yes
	Individual institutions
	1, 2, 3, Cat A
	For info

	Issue Contract Award Notice 
	Yes
	-
	-
	-

	Contract Management

	Performance/

other issues
	#
	UIG
	1, 2, 3, Cat A
	For input/review

	Reviews
	#
	UIG
	1, 2, 3, Cat A
	For input/review

	Extension/re-tender recommendation
	#
	UIG
	1, 2, 3, Cat A
	For input/

agreement


# in draft – pan Scotland documentation being compiled

CENTRALISED RISKS & ISSUES LOG – FOR OPEN & RESTRICTED TENDERING PROCEDURES
	Activity 
	Communication Type
	Standard Template
	Recipients*
	Documents located on SharePoint

	Risks & Issues Log – ongoing 
	Email
	Yes
	UIG, PN, SC, US 
	Yes


COMMUNICATIONS MAP – POLICY & GUIDANCE

	Activity 
	Com Type
	Standard Template
	Document issued to/available to  recipient(s) detailed below 

	Pan Scotland Forums – Policy, People & Skills, Best Practice

	Consultations
	Email with response via CheckBox
	Yes
	PN, SC, US

	Outputs e.g. agendas, minutes, consultation results
	APUC website – Policy & Guidance
	n/a
	PN, SC, US

	Scottish Procurement Policy Notes (SPPNs)/Scottish Procurement Advice Notes (SPANs)

	
	Email + link to SPD website 
	n/a
	PN, SC, US

	Miscellaneous

	General correspondence, guidance, updates
	Email/

APUC Website
	n/a
	PN, SC, US

	Sector Procurement Manual (2008/2009)

	Updates-

monthly
	Email
	n/a
	SCFN, SUFDG, SC, US

	Updates-
key stage
	Email
	n/a
	PN, SDCSG

	Updates-

quarterly
	-
	n/a
	PAG


Key:

SC – Scotland’s Colleges

HoCP – APUC’s Head of Collaborative Procurement

PAG - Procurement Advisory Group

PN – Procurement Network

PPS – APUC’s Procurement Portfolio Specialist/Portfolio Specialist/Capital Projects Team/Procurement Assistant
UIG – User Intelligence Group

US – Universities Scotland

SCFN – Scotland’s College Finance Network
SDCSG – Sustainable Development in the Curriculum Steering Group

SUFDG – Scottish Universities Finance Directors Group
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