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14 New Mart Road

Edinburgh

EH14 1RL

[insert date]
Dear 

Invitation to join the User Intelligence Group for [insert commodity]
You are aware of APUC’s programme of work for Cat B Procurement and the roles the UIG will play. I am in the process of establishing a User Intelligence Group for the [insert commodity] commodity grouping, with the first contract to be the supply of [insert contract]
I would be grateful if you could nominate a representative for your institution/organisation. Please supply the name and contact details of the person, on the pro forma below and email to myself at [insert email address]. 

The first UIG meeting is on the [insert date] at the [insert location]. The meeting will run from [time] with a working lunch provided. 

Yours sincerely

[insert name of PPS]
Procurement Portfolio Specialist

for APUC Ltd.
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Nominations for the UIG for [insert commodity]
On behalf of (insert name of institution/organisation) I will be nominating the person named below to attend the User Intelligence Group. [PPS to delete if not applicable: For this procurement, I would appreciate it if there is one nomination per institution/organisation]
	Named Nominee

	

	Position/Title 

	

	Institution/Organisation

	

	Contact Details (telephone and email)

	

	Date
	


Please email this UIG Nomination Form to [insert name], Procurement Portfolio Specialist, APUC at [insert email address].
NOTE TO PPS: issue this form to the Procurement Network, Association of Scotland’s Colleges (� HYPERLINK "mailto:penny.neish@ascol.org.uk" ��penny.neish@ascol.org.uk�), and Universities Scotland (� HYPERLINK "mailto:Margaret@universities-scotland.ac.uk" ��Margaret@universities-scotland.ac.uk�  and � HYPERLINK "mailto:Stephen@universities-scotland.ac.uk" ��Stephen@universities-scotland.ac.uk�). If input from the Environmental Association for Universities &  Colleges (EAUC) is required, complete the Invitation to EAUC template. 


NB: check text in italics and amend/delete if not applicable 
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