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Supplier Change - 
Procurement Guidance Document









Introduction 
This guidance sets out the process to be followed when there is a requirement to change from a supplier used currently within the University to a different supplier. This guidance assumes that the Procurement Journey https://www.gcu.ac.uk/aboutgcu/supportservices/finance/procurement/procurementjourney  has been followed to engage the new supplier.
When changing a supplier, consideration should be given to the time required to change the goods or services, the impact of change on the University and appropriate communication to inform the supplier.  

Supplier Change Processes
There are two processes to follow depending on whether the supplier is contracted or non-contracted.  The flowcharts below provide outline each process:

Process 1 	Contracted Supplier
Contact Procurement to check notice period on existing contract



Liaise with Procurement to discuss any other contract or changeover implications




Department to ensure that they have internal authorisation to serve notice 



Procurement shall draft letter serving appropriate notice requesting acknowledgement from current supplier




Letter will be signed by appropriate member of staff and sent from Procurement


Process 2 	Non - Contracted Supplier
Contact Procurement to advise on requirement to change supplier



Discuss with Procurement any changeover implications




Department to ensure that they have internal authorisation to serve notice on supplier




Department to liaise with supplier to advise of intention to change providing rationale and timescales for change.  Appropriate means of communication should be used, normally initially by telephone then followed up by letter





Department shall follow up communication with formal letter.  A template is provided as below.




Letter will be signed by appropriate member of staff and sent from department





Jul 2023



image2.emf
End of Service  Termination Letter - Blank.docx


End of Service Termination Letter - Blank.docx




















****reference***



DATE



Name

Address

Address

Address

Postcode



Dear Sir/Madam



*****Title of Requirement/Service*****



We refer to the above requirement/service which you provide to Glasgow Caledonian University.



Glasgow Caledonian University has been reviewing expenditure in this area and has taken the decision to source the above mentioned requirement/service through a framework agreement or a competitive route to market.  We are therefore providing <insert number> days’ notice advising you of this change.



We would like to take this opportunity to thank you for your services to the University and we hope to do business with you again in the future.



For information, framework agreements and contracts are advertised through the Public Contracts Scotland Advertising Portal where you can register at the following link to access public sector contracting opportunities www.publiccontractsscotland.gov.uk.



If you have any queries, please contact <Name>, <Designation>, <Dept.>, <E-mail>.



Yours faithfully
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<Name>

<Title>
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