
USER GROUP OPERATING MODEL

1. Introduction

The formation of User Groups is fundamental to the delivery of Best Value in procurement, ensuring specifications and service levels meet user requirements and support the management of supplier performance. Further information can be found here http://www.scotland.gov.uk/Publications/2006/11/16102303/6#a1
2. Start Up
The “Project Start Up” stage is where the commodity User Group is created and is an important activity. The key activities related to the User Group creation is shown below and would be aligned to User Group communications and stakeholder management.

The User Group remains in place throughout the sourcing process.

3. Key Questions and Answers
In order to provide further understanding of the roles and responsibilities the answers to key questions are detailed below together with a table outlining the main roles and responsibilities.
Note that all proposed members of the User Group must complete the User Group Code of Conduct/ Conflict of Interest Declaration.
	What will be the main deliverables of a User Group

	The User Group will produce a validated and approved Commodity Profile & Strategy which will identify the following deliverables:



	·         Approved and validated strategy;

	·         Benefit delivery plan;

	·         Early opportunities plan;

	·         Implementation plan; and

	·         Compliance strategy.

	Should the strategy recommend the implementation of new contracts then the signing and implementation of the contracts will also be deliverables.



	How many people should attend the User Group?

	This is a balance between having the correct number of people to ensure that all the related disciplines and key users but realising the need for a manageable number of people. It is recommended the core User Group should be between 4 and 8 including the Procurement Officer. There will be occasions where additional attendees may be required, however this should be only for a set period of time where additional attendees can provide advice and skills which relates to that vital part of the process.


	Who should attend the User Groups?

	It is suggested that the User Group should have the following representation noting that it will be dependant on the commodity as to how this mix will be:

	 

	User Group lead (i.e. Procurement Officer),

Key disciplines for example:

	Procurement; and or

	Finance; and or

	HR if appropriate; and or

	Estates; and or

	IT.

	Key users and end users;

	

	How frequently should User Groups meet?

	This will be the decision of the commodity User Group and will be dependent on the size and complexity of the commodity. It would seem sensible for the User Groups to meet more often at times where there are key meetings, workshop and or key decision points. The frequency of meetings should also consider the time needed to complete actions between meetings, giving the attendees enough time to complete them.


	Should User Groups manage the commodities at the top level and include all the expenditure?

	The User Groups will review their commodity and take a decision on the scope and prioritisation of the commodity. If the commodity is not complex then it is more than likely that the User Group would keep all the expenditure in scope. 
Another scenario could be a large commodity which may be in scope for initial contracting with the balance being managed in subsequent waves.

	Will the purpose of the User Groups be to agree new contracts?

	Only if the validated and approved strategy recommends this and the strategy is approved by the Head of Procurement. There is an assumption that this will be the only outcome of the sourcing process and while this maybe the case in some many instances it may not. All options should be considered by the Forums and User Groups.


4. Roles and Responsibilities 

The table below outlines the main roles and responsibilities and is not exhaustive. All attendees could be asked to own agreed activities which could be identified as User Group work streams, this will more than likely involve completing activities between User Group meetings and closing out actions.
	Key Activity
	Procurement Officer
	User Group attendees

	Lead the User Group with overall responsibility
	Yes
	

	Arrange User Group meetings, workshops etc
	Yes
	Where Required 

	Attend User Group meetings/ workshops
	Yes
	Yes

	Agree User Group scope, remit and deliverables
	Yes
	Yes

	Manage the sourcing process
	Yes
	Provide input

	Attend Reviews
	Yes
	Where Required

	Represent User Group within Institution 
	
	Yes

	Collect commodity information and data
	
	Yes

	Collect market and supplier information
	Yes
	Yes

	Create Strategy
	Yes
	Provide input 

	Benefit identification
	Yes
	Yes

	Create implementation plans
	Yes
	Yes

	Strategy/ contract implementation
	Yes
	Yes

	Benefit delivery
	
	Yes

	Contract compliance
	
	Yes

	Supplier management
	Yes
	Yes 

	Continuous User Group and contract review
	Yes
	Yes



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