Note to Procurement Officer: it is recommended that a Commodity Action Report is used to advise End Users that the [Contract/Framework Agreement] is awalabile for them to use

[Institution] COMMODITY ACTION REPORT –
[CONTRACT/FRAMEWORK] AWARD ANNOUNCEMENT 



[Insert Contract Name & Ref. No.] – [insert date]





Key objectives of the [Contract/Framework Agreement]:


[insert text here]





Overview of the resulting [Contract/Framework Agreement]:


[insert text here]





Next steps:


[insert text here e.g. relevant activities that will be undertaken during the lead-in period including what to expect from the contractor(s), contract management activities etc]





[Contract/Framework Agreement Details]:


Details regarding the [Contract/Framework Agreement] are located on CuPID -  � HYPERLINK "http://www.cupid.ac.uk" ��www.cupid.ac.uk� and [insert others as appropriate e.g. Institution’s website etc]











Further information:


[Institution] Name		


Position			


Phone number		


Email address		











Communication issued to:


User Group


Others as appropriate e.g. Directors of Estates, Finance Directors, HR etc.











What are the benefits?


[List the key financial and other benefits here.]















