
[Institution logo/address block]
BUYER’S GUIDE

Note to Procurement Officer: suggest the [Contract/Framework Agreement] details and this Buyer’s Guide are inserted on CuPID - www.CuPID.ac.uk 

The Buyer’s Guide is a summary of the pertinent details that End Users need to know about the operation of the [Contract/Framework Agreement]. It can also be used to convey key messages about the [Contract/Framework Agreement] e.g. CSR benefits etc 
Delete this box prior to issue
GUIDANCE FOR USING THE [CONTRACT/FRAMEWORK AGREEMENT] FOR: [insert] 
[Institution] REFERENCE: [insert]
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1.
Introduction
Brief summary of the requirement(s): 

[insert]
2.
Benefits of using the [Contract/Framework Agreement]

The [Contract/Framework Agreement] offers:

[summarise and suggest listing in bullet point format]

3. Operation of the [Contract/Framework Agreement]
[insert details re direct/mini competition, process to follow, call off criteria, any templates to use etc] 

4. The Financial Terms
Pricing & discounts (“Charges”) are provided in [insert details/reference to where prices can be found]. NB: The Charges MUST be treated as Commercial in Confidence
5. Terms and Conditions
The Terms & Conditions are provided in [insert/reference to where details can be found].  They can only be revised where agreed in writing by [Institution’s Procurement Officer] and the Contractor(s).  
6. Add any other pertinent information
Queries or require further information? 

Contact: 
[name]

Procurement Officer
[address]
[email/phone]
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