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PROCUREMENT Guidance Pack (July 2011)
This pack is designed to provide key and ongoing information as awareness to procurement Principles, purchasing areas and available contacts and contracts/agreements.
It was originally hoped that this pack would be presented at a “Procurement Morning” but timing and availability has not made this possible.

We would like to welcome the staff at ECA and look forward to providing guidance and assistance and working with you in the future.
The format of this pack is designed to provide links and embedded documents which you can refer to, save or bookmark for your use. You can open the embedded documents by double clicking on the icon. If you find that the file will not open please drop Stuart a email to request the missing document; stuart.mclean@ed.ac.uk
Please contact the Procurement Office via the contacts detailed in this document or if you are unsure who to contact or direction to take; please email Stuart: stuart.mclean@ed.ac.uk 
The following terminology is used in docs and links below is a brief description of these:

	Threshold/s
	Levels of spend through a contract period which determines Procurement or Request to Quote, Route. (i.e. £15k spend per annum but agreement over three years = total spend for this agreement/service/products = £55k (this is the figure used to determine route used. 

	eProcurement
	A on-line system (PECOS/SciQuest/PSO) which enables users to order on-line and links to University financial systems

	eFIN
	The University’s financial system

	eITs
	Electronic Internal Transfers. Used to order and bill between internal University departments

	POPs
	Purchase Order Processing. A module of the University’s Financial system (eFIN)

	SciQuest
	SciQuest is the University of Edinburgh's eProcurement system for purchasing laboratory type consumables

	PECOS
	The University’s eProcurement system which links to eFIN enabling punch outs to supplier catalogues and locally held catalogues which auto populate a purchase order with the item/s and prices

	PSO
	Printing Services On-Line. This links via access to eITs and allows users to specify print orders to the University’s Printing Services

	UoE
	The University of Edinburgh

	AP
	Accounts Payable

	PM/PO
	Procurement Manager/Procurement Officer

	UIG
	User Intelligence Groups. These are made up of end users/stakeholders and can input into the “requirement of a specific Commodity

	Commodity
	A term used to group or categorise similar services/products.

	Procurement Strategy
	A Procurement Strategy outlines the plan which will implement the requirement in that particular commodity


	Item
	Relevant links, embedded Documents or key points to note

	What is procurement
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	What has been Done
	· Provided advice on major research procurement to key ECA staff
· Introduction to e-Procurement training delivered to ECA staff group
· Supplier spend analysis cross mapped to existing UoE suppliers

· Established a national (Scotland) based agreement for “art supplies” working with ECA shop and technicians.

	Where we are NOW
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	Key are to obtain Procurement Information
	www.ed.ac.uk/procurement


List of Suppliers;

Sorted by commodity or alphabetically:

http://www.ed.ac.uk/schools-departments/procurement/buying
Stuart McLean (ECA procurement Liaison) stuart.mclean@ed.ac.uk 0131 650 2509

Printing Services: www.ed.ac.uk/printing


	Procurement Manager
	Commodity/product categories
	Email
	Tel.

	http://www.ed.ac.uk/schools-departments/procurement/about/staff-list

	George Sked.
	· Library & Publications,
	george.sked@ed.ac.uk

	650 8063

	Evelyn Bain
	· Catering Supplies & Services, 

· Janitorial & Domestic Supplies & Services, 

· Computer Supplies, Professional & Bought-in Services, 

· Stationery & Office Supplies
	evelyn.bain@ed.ac.uk

	650 2506

	Neil Crowley
	· Furniture; Furnishings & textiles, 

· Workshop & Maintenance Supplies (Lab & Estates), 

· Safety & Security, 

· Vehicles (Purchase; Lease/Contract Hire)
	neil.crowley@ed.ac.uk

	651 4327

	Stuart Mclean
	· Printing, Arts Materials, MFD’s
	stuart.mclean@ed.ac.uk

	650 2509

	Gordon Whittaker
	· Telecommunications; Postal & Mail Room Services, 

· Travel & Transport (incl. Vehicle hire & Subsistence)
	gordon.whittaker@ed.ac.uk

	650 2759

	Margaret Lochhead
	· Estates & Buildings, Utilities
	margaret.lochhead@ed.ac.uk

	650 8202

	George Reid/
	· I.T. and Computer Services, 

· Audio Visual Supplies and Services
	george.reid@ed.ac.uk

	650 8035

	What next?
	· Procurement Managers/Officers Develop “commodity” plans with relevant ECA staff and migrate any existing contracts from incumbent suppliers to UoE contracts or re-tender where required.

· End Users/Admin/Technicians are invited to make contact with the relevant PM/PO to be part of a UIG or to be involved in any tender creations or strategies.



	Current and/or planned Procurement Activities

	Commodity/Area
	Relevant links, embedded Documents or key points to note

	· Audio-Visual & Multimedia Supplies and Services.

· Computer Services
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	· Stationery & Office Supplies

· Professional & Bought-in Services

· Computer Supplies

· Janitorial & Domestic Supplies & Services
· Catering Supplies & Services
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	· Library & Publications
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	· Estates & Buildings

· Utilities

· Safety & Security
· Workshop & Maintenance Supplies (Lab & Estates)
· Vehicles (Purchase; Lease; Contract Hire)

· Furniture; Furnishings & textiles
	
[image: image6.emf]*



	· Travel & Transport (incl. Vehicle hire & Subsistence)

· Telecommunications; Postal & Mail Room Services
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	· Printing

· Arts materials

· MFDs 

· Design
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	SYSTEM TRAINING

· PECOS

· Printing Services On-Line (PSO)
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	GENERAL PROCUREMENT TRAINING
· Procurement Awareness

· Procurement Journey (Routes and Tendering)
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	Feedback

We hope you find this information useful at present and for future reference.


We would like to get feedback and capture any further engagement requirements from you as to the preferred method of ongoing communications, training and specific interest areas;

To enable this, can you complete Appendix 1 Questionnaire (starting on next page) and email this back to:

stuart.mclean@ed.ac.uk


Thanks


Appendix 1
ECA feedback Questionnaire

It would be helpful to us if you could feedback the following info by email attachment to: stuart.mclean@ed.ac.uk


Please provide your details:

	Name
	

	Dept
	

	email
	

	telephone
	


How would you prefer regular Procurement Communications?
Please rate 1-5, 5 being most preferred option
	Method
	Insert below, a rating 1-4
(4 being most preferred option)

	Web/Wiki
	

	email
	

	Monthly or Bi Monthly Forum/meeting
	

	Newsletter
	



In which specific Commodity areas would you like to be invited to be informed of a member of current/future UIG’s

	Commodity
	I would like to be kept informed.
Please enter ‘yes’ or leave blank if not applicable
	I would like to register specific interest either as a stakeholder or member of UIG.

Please enter either ‘stakeholder’ or ‘UIG’ where applicable or leave blank  if not applicable

	· Library & Publications,
	
	

	· Catering Supplies & Services, 

· Janitorial & Domestic Supplies & Services, 

· Computer Supplies, Professional & Bought-in Services, 

· Stationery & Office Supplies
	
	

	· Furniture; Furnishings & textiles, 

· Workshop & Maintenance Supplies (Lab & Estates), 

· Safety & Security, 

· Vehicles (Purchase; Lease/Contract Hire)
	
	

	· Laboratory Supplies & Services
	
	

	· Printing, Arts Materials, MFD’s
	
	

	· Telecommunications; Postal & Mail Room Services, 

· Travel & Transport (incl. Vehicle hire & Subsistence)
	
	

	· Estates & Buildings, Utilities
	
	

	· I.T. and Computer Services, 

· Audio Visual Supplies and Services
	
	


TRAINING ON PROCUREMENT RELATED SYSTEMS
(NOT FINANCIAL SYSTEMS)
	Training Area/Access


	Do you require Access?
 Please enter yes or no, or leave blank  if not applicable

	Do you require Training 
Please enter yes or no or leave blank  if not applicable


	PECOS 
	
	

	SCIQUEST
	
	

	PSO
	
	


TRAINING FOR GENERAL PROCUREMENT 
	Training Area/Access


	Do you require Training 
Please enter yes or no  or leave blank  if not applicable


	PROCUREMENT AWARENESS
	

	PROCUREMENT JOURNEY (processes and templates)
	



Many thanks for taking the time to complete this questionnaire please email as an attachment to; stuart.mclean@ed.ac.uk
We will follow up based on your requirements provided above.
Best Regards

Stuart Mclean
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George Sked

George.sked@ed.ac.uk

Tel. ext 0131 650 8063



Commodities

		Library and Publications









Library and Publications

		Periodicals- Cat B contract in place managed by APUC, ECA already utilise this contract

		Books and Standing orders- Cat B contract in place managed by APUC, ECA already utilise this contract

		Library Supplies - Cat B contract in place managed by APUC, ECA already utilise this contract











Library and Publications

		E-books Cat B contract in place managed by APUC, ECA already utilise this contract

		Bookshop – local contact with Blackwells on South Bridge. Contract details can be found at 

http://www.ed.ac.uk/schools-departments/procurement/buying/approved-suppliers?MyID=380&cw_xml=more.cfm
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	Procurement Officer - Neil Crowley

neil.crowley@ed.ac.uk

0131 651 4327



Procurement Manager – Margaret Lochhead 

margaret.lochhead@ed.ac.uk

0131 650 8202

		Neil’s Commodities



		Furniture, Fittings and Furnishings (Proc HE Commodity Code reference F)



		Estates Workshop & Maintenance (Commodity Code M)



		Safety & Security (Commodity Code U) 

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++

		Margaret’s commodities



		Estates & Buildings ( Commodity Code W)



		Utilities (Commodity Code J)

		















How do you place an order? 

Via either e-fin, pecos and or EBIS* (*Estates and Buildings on line ordering tool). 

Further information is detailed within the   useful links slide.  













Furniture, Fittings & Furnishings

		On an ongoing basis ECA may have to purchase a wide range of furniture and fittings.



		Currently the University utilises a number of public sector contracts/agreements and ECA will also be able to adopt these contracts/agreements. Further information can be viewed via the following excel document.  







		The University has a number of policies and processes in place with regards to the purchase of furniture, moving of furniture from one location to another etc. For ease please make reference to the links detailed on the final slide of this presentation.



		The University has a furniture office and their address and point of contact details are detailed below: 





      Furniture Office Estates and Buildings 

Old College

South Bridge

Edinburgh EH8 9YL

United Kingdom 

      Tel: +44 (0)131 650 2076

      Email: furniture@ed.ac.uk   











Furniture & Furnishings


			


			Subject matter: Proc HE Commodity Code Reference F = Furniture & Furnishings


			Commodity_Reference			Description			Commodity			Contract_Start_Date			Current End			APUC Contact			Buyer's Guide			Contract Sheet			Suppliers


			BO-FFE007			Furniture, Furnishings and textiles, Supplies and Services			Bedding & Bathroom Textiles & Accomodation Packs and  window coverings			1/1/09			31/12/2011			Paul Johnstone			Buyers Guide			Contract Sheet			Christopher James Contracts Limited; Custom Group; Gailarde; Peelmount; Whitakers Services; Bartell;


			BA-SPO001			Furniture, Furnishings and textiles, Supplies and Services			Sports Equipment  / Vocational			4/26/10			25/04/2013			Yvonne Dalgarno			Buyers Guide			Contract Sheet			Integrated Fitness Services; Alpha Leisure; Gym-Master Ltd; Star Trac (Anytime Leisure); Sports Warehouse; Foams 4 Sports; Powerhouse; Technogym; Life Fitness; Eveque Leisure;


			BA-FUR003			Furniture, Furnishings and textiles, Supplies and Services			Supply and Delivery of Floor Coverings			1/11/10			10/01/2013			Paul Johnstone			Buyers Guide			Contract Sheet			Project Floorings Scotland; MCD Scotland Ltd; Forbo Flooring UK Limited; Milliken Carpets Limited; Gradus Limited; Interface Europe Ltd;


			BA-FFE001			Furniture, Furnishings and textiles, Supplies and Services			Supply, Delivery & Installation of Furniture (including Teaching Boards and Storage Solutions)			12/1/10			30/11/2012			Andy Anderson			Buyers Guide			Contract Sheet			Azzurro Ltd; Magiboards Limited; Langstane Press Limited; Hunters Contracts (Scotland) Ltd T/A HCS Business ; Gresham Office Furniture Limited; Rackline Limited; Godfrey Syrett Limited; Flexiform Business Furniture Limited; Triumph Furniture Company Limited; City Building (Contracts) LLP (aka RSBi); Alpha Office Furniture ; Teacher Boards (1985) Ltd; Claremont Office Furniture Ltd;


			BO-FFE002			Furniture, Furnishings and textiles, Supplies and Services			White Goods			9/1/08			31/08/2011			Karen Marsh			Buyers Guide			Contract Sheet			Peelmount; Hagemeyer; Inmans Electrical;


			BA-FUR002			Furniture, Furnishings and textiles, Supplies and Services			Window Coverings			3/23/10			22/03/2013			Paul Johnstone			Buyers Guide			Contract Sheet			Fenestra Group; Lanfine Limited; Kings Wholesale Fabrics Limited; Curtain and Blind Specialists (CBS); Wholesale Textiles; Muir Group Interiors Limited; Christopher James Contracts Limited; Symon of Edinburgh; Ashley Wilde Group; Curtainwise (Scotland) Ltd; Sunrite Blinds Limited;





Buyers Guide


Contract Sheet


Buyers Guide


Contract Sheet


Buyers Guide


Contract Sheet


Buyers Guide


Contract Sheet


Buyers Guide


Contract Sheet









Estates Workshop & Maintenance

		On an ongoing basis ECA may have a requirement to put in place estate plant and equipment maintenance agreements. 



		Currently the University utilises a number of public sector contracts/agreements and ECA will also be able to adopt these contracts/agreements. Further information can be viewed via the following excel document.  







		Also the University of Edinburgh has a number of contracts/agreements which we have put in place for example:



      Asbestos removal work – Supplier Kitson’s

      Air conditioning maintenance – Supplier G K Scotia



		and we are currently out to tender with regards to:



      Scaffolding, electrical small works



		Please do not worry we will work with you to advise if we can migrate your requirements over to our existing agreements















Workshop and Maintenance


			


			Subject matter: Proc HE Commodity Code Reference M = Workshop & Maintenance


			Commodity_Reference			Description			Commodity			Contract_Start_Date			Current End			Contract End Date inc Max Ext			APUC Contact			Buyer's Guide			Contract Sheet			Suppliers


			BO-EFM002			Estates, Buildings and Facilities Management Supplies and Services			Decorators Materials (Goods)			10/1/09			30/09/2013			30/09/2013			Andy Anderson			Buyers Guide			Contract Sheet			Crown Paints; ICI Paints; PPG Architectural;


			BO-EFM019			Workshop and Maintenance Supplies and Services (Laboratory and Estates or Facilities)			Salt For Winter Maintenance			7/1/10			30/06/2013			30/06/2014			Paul Johnstone			Buyers Guide			Contract Sheet			Glasdon Manufacturing Ltd; J C Peacock & Co Ltd;


			WX/Signage/2010			Estates, Buildings and Facilities Management Supplies and Services			Signs / Signage			7/16/10			15/07/2012			15/07/2014			Paul Johnstone			Buyers Guide			Contract Sheet			Stocksigns Ltd; Astley Signs; Castleton Signs Ltd; Green Bros Ltd; National Sign Co;


			BA-MAI005			Estates, Buildings and Facilities Management Supplies and Services			Supply of Building Materials			5/3/10			02/05/2012			02/05/2014			Andy Anderson			Buyers Guide			Contract Sheet			Travis Perkins Managed Services; Grafton Merchanting GB Ltd; Jewson Ltd; Beatson Building Supplies;


			BA-MAI001			Estates, Buildings and Facilities Management Supplies and Services			Supply of Electrical Sundries			8/18/08			17/08/2012			17/08/2012			Andy Anderson			Buyers Guide			Contract Sheet			City Electrical Factors; Hagemeyer; Edmundson Electrical;


			BA-MAI002			Estates, Buildings and Facilities Management Supplies and Services			Supply of Plumbing & Heating Consumables			3/22/10			21/03/2012			21/03/2014			Andy Anderson			Buyers Guide			Contract Sheet			William Wilson Ltd; Grafton Merchanting GB Ltd; Plumbing Trade Supplies;
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Safety & Security

		On an ongoing basis ECA may have a requirement to put in place safety and security contracts/ agreements. 



		Currently the University utilises a number of public sector contracts/agreements and ECA will also be able to adopt these contracts/agreements. Further information can be viewed via the following excel document.  







		Also the University of Edinburgh has a number of contracts/agreements which we have put in place for example:



      Fire Alarm, Deaf Alerter and Refuge Systems - Supplier FMS Fire Security

      Air conditioning maintenance – Supplier G K Scotia







		Please do not we will work with you to advise if we can migrate your requirements over to our existing agreements. 

		













Safety & Security


			


			Subject matter: Proc HE Commodity Code Reference U = Safety & Security


			Commodity_Reference			Description			Commodity			Contract_Start_Date			Current End			Contract End Date inc Max Ext			APUC Contact			Buyer's Guide			Contract Sheet			Suppliers


			BO-SEC004			Safety and Security Supplies and Services			Fire Protection Services (non-alarm)			5/25/09			24/05/2012			24/05/2013			Andy Anderson			Buyers Guide			Contract Sheet			The Fire Protection Association; Jactone Products Ltd; Tyco; FPS; Chubb;


			BA-OCC001			Safety and Security Supplies and Services			Occupational Health for Staff and Healthcare Students			1/1/11			31/12/2013			31/12/2014			Yvonne Dalgarno			Buyers Guide			Contract Sheet			Health Management Limited; OHSAS; SERCO; NHS Grampian;





Buyers Guide


Contract Sheet


Buyers Guide


Contract Sheet









Vehicles, Lease, Hire, Purchase



		On an ongoing basis ECA may have a requirement to lease and purchase vehicles. 



		Currently the University utilises a number of public sector contracts/agreements and ECA will also be able to adopt these contracts/agreements. Further information can be viewed via the following excel document.  







		If you have the need to lease or purchase any of vehicle please contact Neil Crowley 651 4327 email Neil.Crowley@ed.ac.uk







		Please do not we will work with you to advise if we can migrate your requirements over to our existing agreements. 

		













Safety & Security


			


			Subject matter: Proc HE Commodity Code Reference V = Vehicles, purchase, lease, hire


			Commodity_Reference			Description			Commodity			Contract_Start_Date			Current End			Contract End Date inc Max Ext			APUC Contact			Buyer's Guide			Contract Sheet			Suppliers


			BA-VEH001			Vehicles Supplies and Services (Purchase, Lease, Contract Hire)			Short Term Vehicle Hire			6/1/08			31/05/2012			12			Barbara Munro			Buyers Guide			Contract Sheet			Ford Rental; Arnold Clark; Enterprise Rent a Car; Hertz Uk; Budget Rent a Car and Van Rental;


			BO-VEH007			Vehicles Supplies and Services (Purchase, Lease, Contract Hire)			Pan Government Vehicle Leasing and Fleet Outsource Solution Framework - RM858			5/16/11			15/05/2015			0			Barbara Munro			Buyers Guide						Lex Autolease; LeasePlan UK Ltd; Venson Automotive Solutions; TransLinc Ltd; Ryder Ltd; Prohire Plc; Leasedrive Velo; Fraikin Ltd; ING; Arnold Clark; Lombard Vehicle Management; Hitachi Capital; Babcock Land Ltd; Barclaycard Business;


			BO-VEH006			Vehicles Supplies and Services (Purchase, Lease, Contract Hire)			Vehicle Purchase			2/1/11			31/01/2014			0			Barbara Munro			Buyers Guide			Contract Sheet			GENERAL MOTORS UK LIMITED; Land Rover; Hyundai Motor UK Ltd; VOLKSWAGEN GROUP UNITED KINGDOM LIMITED; TOYOTA (GB) PLC; PEUGEOT MOTOR COMPANY PLC; NISSAN MOTOR (GB) LTD; FIAT GROUP AUTOMOBILES UK LTD; IVECO; RENAULT UK LTD; CITROËN UK LTD; AUDI UK LTD; MAN Truck & Bus UK Ltd; HONDA (UK); Yamaha Motor (UK) Ltd; VOLVO CARS UK LTD; Piaggio & C Spa; Evobus (UK) Ltd; Volkswagen Commercial Vehicles; Kia Motors (UK) Ltd; The Colt Car Company Ltd; Skoda Auto UK; Seat UK; MERCEDES – BENZ UK LTD; Jaguar Cars Ltd; FORD MOTOR COMPANY LTD; Dennis Eagle Limited; BMW (UK) Ltd; Alexander Dennis;
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Estates

		For all major build work Margaret Lochhead is your procurement point of contact.



		Currently the University utilises a number of public sector contracts/agreements and ECA will also be able to adopt these contracts/agreements. Further information can be viewed via the following excel document.  









		Also the University of Edinburgh has a number of contracts/agreements which we have put in place for example:



      A framework for quantity surveying services – numerous suppliers

      Lift Maintenance service – Two suppliers Clyde Valley and Lift Maintenance



		and we are currently out to tender with regards to frameworks for the following:



      estates small works (up to a value of £1m), legal property transactions and we have to issue a tender within the next three months with regards to renewing our quantity surveying framework.



		There is one other general estates tenders out just now and it is with regards to asbestos management survey.       









		Please do not worry we will work with you to advise if we can migrate your requirements over to our existing agreements













Estates


			


			Subject matter: Proc HE Commodity Code Reference W = Estates


			Public bodies contracts/agreeements which we can utilise


			Commodity_Reference			Description			Commodity			Contract_Start_Date			Current End			Contract End Date inc Max Ext			APUC Contact			Buyer's Guide			Contract Sheet			Suppliers


			BO-EFM018			Estates, Buildings and Facilities Management Supplies and Services			Facilities Management			7/28/10			27/07/2013			27/07/2016			Andy Anderson			Buyers Guide			Contract Sheet			Interserve (Facilities Management) Ltd; Carillion Services Ltd; E C Harris; ISS Facility Services Ltd; Skanska Facilities Services; Norland Managed Services Ltd; MITIE  Facilities Services Ltd; Europa Facilities Services Limited;


			BA-MAI003			Estates, Buildings and Facilities Management Supplies and Services			Provision of Lift Maintenance Services			5/24/10			23/05/2013			23/05/2014			Andy Anderson			Buyers Guide			Contract Sheet			Apollo Lifts (Lot 3 & 4); Otis Ltd; Orona Limited; Lift Maintenance ltd; Clyde Valley Lifts; Express Elevators; Consult Lift Services; Schindler Ltd;


			BO-JAN009			Estates, Buildings and Facilities Management Supplies and Services			Recycling Bins			8/1/09			31/07/2012			31/07/2013			Paul Johnstone			Buyers Guide			Contract Sheet			Taylor (Egbert H Taylor & Company); Broxap; Glasdon Manufacturing Ltd;


			UOE Contracts which are current
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Useful links

		University of Edinburgh Pecos information.



http://www.ed.ac.uk/schools-departments/procurement/eprocurement/pecos



		University of Edinburgh estates information.



http://www.ed.ac.uk/schools-departments/estates-buildings/about



University of Edinburgh furniture information

http://www.ed.ac.uk/schools-departments/estates-buildings/what-we-do/furniture-office



University of Edinburgh waste information

http://www.ed.ac.uk/schools-departments/estates-buildings/waste-recycling



University of Edinburgh e-fin information

http://www.ed.ac.uk/schools-departments/finance/for-staff



University of Edinburgh procurement information

http://www.ed.ac.uk/schools-departments/procurement





		Please do not worry we are here to help, please either email us and or



call us.  
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Printing Services - ECA How to order

www.ed.ac.uk/printing

http://www.ed.ac.uk/schools-departments/printing/ordering/unideptsordering


Terminology:

eITs: Electronic Internal Transfers, system used in the University to order and bill between internal units.

PSO: Printing Services On-Line. This is linked to eITs and enables the user to specify more print related detail and upload/files and create PDFs.

Background


It was agreed that the University of Edinburgh’s Printing Service would provide print services to ECA as it does to the University as a whole.


ECA repro services are to be centred on providing Student technical support and on demand print which can be produced in-house and on-site. 
Staff orders should be directed to Printing Services using one of the relevant procedures below


The normal method of ordering is via eITs (Electronic Internal Transfers)  and linked to this is PSO (Printing Services On-Line) this enables staff to order print and upload files though training would be provided for those using PSO once the key authorisers are known.


1.
Direct to Printing Services


IF NOT ON eITs/PSO:


ECA staff can order print direct to Printing Services providing detail of specifications of job and provide a file emailed to printing@ed.ac.uk

We would then bill the relevant person on eITs. It is important that the relevant eIT receiver and authoriser is noted on this email together with full job specifications and delivery date and address.


We can then produce the job and Bill using eITs but the receiver and authoriser being billed must be on the eIT system.


Users can request an estimate prior to proceeding and can request this via printing@ed.ac.uk. Please see price lists and how to request an estimate at:  


http://www.ed.ac.uk/schools-departments/printing/prices

2.
Direct to Printing Services


IF ON eITs/PSO:


ECA staff can order print direct to Printing Services using eITs and selecting relevant sub unit, providing detail of specifications of job on the eIT and provide a file emailed to printing@ed.ac.uk if sending a file please reference the eIT number so we can match up.

We can then produce the job and charge using eITs. 


Users can request an estimate prior to proceeding and can request this via printing@ed.ac.uk. Please see price lists and how to request an estimate at:  


http://www.ed.ac.uk/schools-departments/printing/prices

3.
Ordering print via ECA repro- to Printing Services

ECA staff can order print via ECA Repro, ECA repro can then re-direct the request to Printing Services. 


ECA report staff would complete the following form and attach/refer to any files for the job and send this through to Printing Services at 13 Infirmary Street.
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Double Click to open the form in PDF:

It is important that the relevant eIT receiver and authoriser is noted on this form together with full job specifications and delivery date and address.


Printing Services can then bill relevant user via eITs.


PSO (Printing Services On-Line) Training>


During the coming months Printing Services will organise PSO (Printing Services On-Line) training for those that are registered and have been trained on eITs.


Please email stuart.mclean@ed.ac.uk once you are registered on eITs and required training on PSO. We will collate all requests and arrange a specific PSO training course for ECA staff.


External Print Purchasing


Printing Services should be utilised to obtain quotes and place orders to external printers. The University of Edinburgh use contracted suppliers on the APUC Scottish print framework.

We will produce work in-house based on Time, Quality, Price but will place externally if these cannot be achieved.


The APUC framework suppliers must be used when ordering external print.


If ECA end users require to utilise the Print Framework Direct, without going via ECA repro or Printing Services, they should contact; stuart.mclean@ed.ac.uk

Details of the suppliers and the framework can be found at:


http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-groups?MyID=409&cw_xml=more.cfm

� EMBED AcroExch.Document.7  ���
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ON DEMAND INSTRUCTIONS

Date ......covvvviiiiii Customer Account NO ..............cooeeeiiiiiiiiiiiiins
(must be quoted if invoice required)

Customer .............ooooviiiiiiiiiie

AdAress ... Contact Name ..............................

.................................................................................................. Telephone .............cccoeiiiiiiin.

.................................................................................................. Email..............cooo

JOB Title ..o

BN o o BN L1 o7 T o1 e T o PP

Number of originals Number of finished size copies

PLEASE TICK: Single sided Double sided | | Finished size

PLEASE TICK WHICH TYPE OF COPIER: Black/White |:| Full Colour |:|

PAPER/BOARD DETAILS Colour and Weight Any Prepress Required
(070 ) /=T R Hard copy supplied
TEXE 1 o PDF supplied
TeXt 2 .............................................................. Electronic file ..
TEXE B oo . . . format of file?
Other e
FINISHING
|| Cutting || Hand number REQUIRED BY |
D FOIdlng D Tape Blnd DELIVERED D (only available within The University)
|| Collating | | wire ‘0’ Bind
| Booklet || stitching1or2[ | | | COLLECTED | |
| | 2/4 Hole Drill | | Encapsulating CALL WHEN READY | |
Other
PAYMENT ON COLLECTION | | COST NET
TO BE INVOICED | | VAT
EIT BILLED (see over) | | TOTAL
Customer’s Signature ..............ccccooeiiiiiiiiiiiicecre e Date ........cccoeeeeiiiiiii,







FURTHER DETAILS

USE THIS SECTION IF AN INTERNAL CUSTOMER REQUIRES
TO BE BILLED ON AN EIT

Receiver Name

Dept as detailed overleaf? Yes

Enter Authorisers Name

Cost Centre Job billed? Yes

Account Code No (issues)

Job Code





stuartm


Text Box





stuartm


Text Box


Enter Authorisers Name
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eProcurement

PECOS is the University’s eProcurement system for purchasing from selected contracted suppliers.



The suppliers available on PECOS include those for IT equipment, stationery and office supplies, books, cleaning supplies and car hire.



Further information on eProcurement, and available suppliers, can be found at:



http://www.ed.ac.uk/schools-departments/procurement/eprocurement



To arrange access to, and training on, PECOS, please contact:



0131 650 2356 / 651 4224 or epsusers@ed.ac.uk



PSO (Printing Services On-Line)

PSO links to eITs and enables users to order, more accurately, their orders for printing. It allows for file attachment to eIT and you can create print ready PDFs on the fly and proof on-line. 



There are some help and training docs at: http://www.ed.ac.uk/schools-departments/printing/ordering/unideptsordering



For training please contact Stuart: 0131 650 2509 or stuart.mclean@ed.ac.uk
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Where we are now (July 2011) Suppliers on System

· There were 1,686 suppliers on ECA supplier database.



of which

· 861 already have eFin reference and have been sent letters to inform merger. 

· 31 suppliers had 10 or more transactions in 10 months, these suppliers have been requested to provide their company bank details etc. direct to AP so they can be added to system.

· Any suppliers not on eFin would need to be added IF an alternative UoE supplier, Internal service or route to Buy has not been set up by either procurement or other Internal service (I.S. estates etc.)


· The buyer would need to request this supplier to be added by contact directly to Accounts Payable Using the form below:


· Communication may have already gone out to some areas in ECA from UoE internal units, for some purchasing activities which may override this change process. i.e. waste must be managed by Shanks etc.


Relevant links:


[image: image1.emf]New Supplier  Request form




Initial Supplier on system and their eFIN reference:

[image: image2.emf]Suppliers List




AP form to request suppliers to be added to eFIN:

Accounts Payable (AP) web site:
http://www.ed.ac.uk/schools-departments/finance/about/sections/accounts-payable/contacts
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The University of Edinburgh utilises eFinancials POPs system. 
In order to be added to this system please provide in writing, on your companies official headed note paper, the following details:


Supplier Name: 



Supplier Address:     




Postcode:





Tel No 





Fax No.





Email Address
(for electronic remittance advices):
  



Company Nominated Contact: 



Vat Reg. No:




Company Registration No: 




Payment Terms: 



Name of contact within ECA/University of Edinburgh: 




BANK DETAILS – Method of Settlement is BACS



Name of Bank:




Sort Code:





Account Number:




Account Name:



Please Send Completed Form to:



Kerry Scott
Accounts Payable
Finance Department
The University of Edinburgh
9-16 Chambers Street
Edinburgh, EH1 1HT



Suppliers interested in bidding for future contracts should register on the Public Contracts Scotland website as this is where all University of Edinburgh (and most other Scottish Public Sector) opportunities are published. Registration is free – please see http://www.publiccontractsscotland.gov.uk/default.aspx.
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Suppliers List


			ECA SuppID on Agresso			Name			eFin Supplier Code			Address			Town			PECOS ?


			14609			1ST CLASS (TRADING AS LAWSON HARWICK LTD)			2054569			1ST CLASS                               32/6 Hardengreen Business Park          Dalhousie Road			DALKEITH


			10031			3663 - BFS GROUP LTD			17553D			BLACK MOSS LANE, SCARISBRICK			ORMSKIRK


			12035			3M United Kingdom PLC			2060251			3M CENTRE                               CAINE ROAD			BRACKNELL


			10040			A G BARR PLC			2003480			Westfield House                         4 Mollins Road			CUMBERNAULD


			14388			A&M IMAGING SERVICES			2044619			UNIT 2-3 STEWARTFIELD                   NEWHAVEN ROAD			EDINBURGH


			14880			A1 TECHNOLOGIES			2074629			12 WOODLAND GARDENS			LONDON


			14097			ACADEMIA LTD			2045909			8 KINETIC CRESCENT                      INNOVA PARK			ENFIELD


			11940			ACADEMIC REGISTRARS COUNCIL			2021402			KING'S COLLEGE LONDON                   JAMES CLERK MAXWELL BUILDINGS           57 WATERLOO ROAD			LONDON


			14396			ACTION STORAGE SYSTEMS			2000992			6 FITZHEMON COURT                       WOLVERTON MILL SOUTH			MILTON KEYNES


			13931			ADSHE			2038599			70 A MARLBOROUGH ROAD			LONDON


			14526			ADVANTAGE LEARNING LTD			2051200			PO BOX 28106			EDINBURGH


			13774			AGCAS			10948C			AGCAS ADMIN OFFICE                      MILLENNUIM HOUSE                        30 JUNCTION ROAD			SHEFFIELD


			14360			AHUA			2052867			WATERLOO PLACE                          176 OXFORD ROAD			MANCHESTER


			14679			ALBION STONE PLC			2030295			EASTON ST			PORTLAND


			10080			ALEC TIRANTI LTD			T0010567			3 PIPERS COURT                          BERKSHIRE DRIVE			THATCHERY


			10102			ALEXANDRA PLC			11621J			ALEXANDRA HOUSE, THORNBURY			BRISTOL			PECOS


			10102			ALEXANDRA PLC			2001017			ALEXANDRA WORKWEAR                      122 -124 ROSE STREET			EDINBURGH			PECOS


			10104			ALIPA COMPUTING SERVICES LTD			11800A			26-26a WAVERLEY STREET,			BATHGATE


			10105			ALISDAIR KETTLES POTTERY EQUIPMENT			2011655			ARLARY FARM COTTAGE,			MILNATHORT


			12041			ALLSCOT DISTRIBUTORS LTD			2003908			UNIT 2 SOUTHPOINT                       DIXON BLAZES INDUSTRIAL ESTATE			GLASGOW


			14627			ALPHA TRANSLATING & INTERPRETING SERVICES			2005580			18 HADDINGTON PLACE			EDINBURGH


			12323			ALTMAN TECHNOLOGIES LTD			2042169			2 HAWTHORN PARK                         COAL ROAD                               LEEDS


			13275			AMBER ROOFING LTD			2034511			UNIT 37b                                THISTLE INDUSTRIAL ESTATE               CHURCH STREET			COWDENBEATH


			13935			AMOSSHE			2051303			ROOM 306                                ASPECT COURT                            4 TEMPLE ROW			BIRMINGHAM


			10123			ANCIENT MONUMENTS SOCIETY			T0045587			ST ANN'S VESTRY HALL                    2 CHURCH ENTRY			LONDON


			10019			ANDERSON STRATHERN WS			2039578			1 RUTLAND COURT			EDINBURGH


			10128			ANDREW WILSON & SONS LTD			88589C			39 SPRING GARDENS,			EDINBURGH


			14893			APEX CITY QUAY HOTEL AND SPA			2073132			1 WEST VICTORIA DOCK ROAD			DUNDEE


			13268			APSAA			2052069			RIBA NORTH WEST                         UNIT 101 THE TEA FACTORY                82 WOOD STREET			LIVERPOOL


			10145			AQUAID (LOTHIAN)			T0044788			42/4 DRYDEN ROAD                        BILSTON GLEN INDUSTRIAL ESTATE			LOANHEAD


			13545			ARC COLOURPRINT LTD			2054920			12a Bonnington Road Lane			EDINBURGH


			12296			ARCLIB			2009915			UCE BIAD LIBRARY                        GOSTA GREEN			BIRMINGHAM


			12575			ARCO LTD			13470J			ARCO EAST SCOTLAND                      AVON MILL INDUSTRIAL ESTATE             MILL ROAD                               LINLITHGOW BRIDGE			LINLITHGOW


			14714			ARK ENTERPRISES			2043142			ROYAL ZOOLOGICAL SOCIETY                MURRAYFIELD			EDINBURGH


			10155			ARLIS/UK & IRELAND			T0029004			THE NATIONAL ART LIBRARY                V & A SOUTH KENSINGTON                  CROMWELL ROAD			LONDON


			13087			ARMA			2050649			HEAD OF PRE AWARD ADMINISTRATION        RESEARCH SERVICES DIVISION              SUSSEX HOUSE                            UNIVERSITY OF SUSSEX			FALMER


			10156			ARNOLD CLARK FINANCE LTD			24332I			553 GORGIE ROAD			EDINBURGH			PECOS


			14730			ARROW CHEMICALS			T0013835			RAWDON ROAD                             MOIRA                                   SWADLINECOTE			DERBYSHIRE


			10167			ARTHUR MCKAY & CO LTD			53948H			DRYDEN ROAD                             BILSTON INDUSTRIAL ESTATE			LOANHEAD


			10171			ARTISTS PUBLISHING CO LTD			2023607			CAXTON HOUSE, 63-65 HIGH STREET			TENTERDEN, KENT


			10172			ARTS & BUSINESS SCOTLAND LTD			2022871			6 RANDOLPH CRESCENT			EDINBURGH


			10173			ARTS BIBLIOGRAPHIC			T0008885			37 CUMBERLAND BUSINESS PARK, CUMBERLAND AVENUE			LONDON


			10175			ASA INTERNATIONAL LTD			13816D			6 COATES CRESCENT,			EDINBURGH


			11939			ASHGROVE TRADING			2011971			PO BOX 11771,			PETERHEAD


			10181			ASSOC SCOTTISH SCHOOLS OF ARCHITECTURE			2029547			The Mackintosh School of Architecture   University of Glasgow                   167 Renfrew Street			GLASGOW


			10185			AUA			2000232			THE UNIVERSITY OF MANCHESTER            OXFORD ROAD			MANCHESTER


			14072			AUDE			2001710			C/O DIRECTOR OF ESTATES AND FACILITIES  UNIVERSITY OF HUDDERSFIELD              QUEENSGATE			HUDDERSFIELD


			14621			AV DEPARTMENT LTD			2059366			UNIT 83 EAST WAY                        HILLEND INDUSTRIAL PARK			DALGETY BAY


			10193			AXIS			15125E or 2023637			AXIS HOUSE                              12 AUCHINGRAMONT ROAD			HAMILTON


			13346			AXMINSTER POWER TOOL CENTRE			2047190			MILLWEY RISE TRADING ESTATE			AXMINSTER


			13346			AXMINSTER POWER TOOL CENTRE			2047190			FREEPOST			AXMINSTER


			12508			AZZURRO LTD			50587B			32 VIKING ROAD, BROWNSBURN IND ESTATE			AIRDRIE


			14863			B HAGUE & CO LTD			2032875			MILE END ROAD                           COLWICK			NOTTINGHAM


			14842			BACK CARE SOLUTIONS LTD			2074839			UNIT 12a                                CUERDEN GREEN ESTATE                    SHERDLEY ROAD                           LOSTOCK HALL			PRESTON


			13502			BADGEMASTER LTD			2070583			BADGEMASTER LTD                         HAZELFORD WAY                           INDUSTRIAL PARK			NEWSTEAD


			14668			BAFTA MANAGEMENT LTD			2028030			195 PICCADILLY			LONDON


			13795			BAILLIE SIGNS			2029921			184-186 QUEENSFERRY ROAD			EDINBURGH


			10201			BALCO LTD			2037942			35 NURSERY ROAD,			BIRMINGHAM


			14410			BALEAP PIMS			2024574			BALEAP IMS COORDINATOR                  LANGUAGE RESOURCE CENTRE                UNIVERSITY OF READING                   WHITEKNIGHTS			READING


			11815			BALFOUR & MANSON			2019054			54-66 FREDERICK STREET			EDINBURGH


			14427			BARCODE.CO.UK - JIT (UK) LTD			2053603			5 LONGHEY ROAD                          MANCHESTER


			13983			BARR PRINTERS LTD			2022983			EAST OLD DOCK BUILDING                  6 DOCK PLACE                            LEITH			EDINBURGH


			14661			BASIS LIGHTING LTD			2081747			UNIT 18                                 109 BARTHOLOMEW ROAD			LONDON


			11945			BATHGATE & CO (CORK) LTD			2014599			UNIT 1, 75 TRAFALGAR LANE			EDINBURGH


			14500			BELL DONALDSON STEEL LTD			2056166			17 WESTFIELD STREET			EDINBURGH			PECOS


			14620			BENNETTS ASSOCIATES			2030120			3 BOROUGHLOCH SQUARE			EDINBURGH


			14747			BEO LTD			T0034924			3RD FLOOR DAI ICHI ZEIKEI BLD           1-1-3 SHIMOOCHIAI                       SHINJUKU-KU			TOKYO


			11479			BEST WESTERN EDINBURGH CITY HOTEL			2057555			79 LAURISTON PLACE			EDINBURGH


			11106			BEST-CHEM LIMITED			59453C			BARRACKS ROAD                           SANDY LANE IND ESTATE			STOURPORT-ON-SEVERN


			14268			BIG AL ENTERTAINMENT			2020082			20 QUEEN MARGARET CLOSE			EDINBURGH


			13597			BIG BYTE PRODUCTION LTD			2029311			PO BOX 23655			EDNIBURGH


			14357			BIG HOUSE EVENTS LTD			2081379			1 Portobello High Street			EDINBURGH


			14076			BIRKBECK COLLEGE			2000234			FINANCE DEPARTMENT                      MALET STREET			LONDON


			11845			BLACK & LIZARS LTD			52132J			6 SHANDWICK PLACE			EDINBURGH


						BLACK CHERRY CATERING


			14250			BLACK CHERRY CATERING			2042052			29 GRASSMARKET			EDINBURGH


			10237			BLACK DOG PUBLISHING LTD			T0047842			10A ACTON STREET			LONDON


			12986			BLACK LIGHT			17184H			18 WEST HARBOUR ROAD                    GRANTON			EDINBURGH


			10238			BLACKWELL UK LIMITED			Various			PO BOX 805			OXFORD


			13858			BLUE ARROW LTD			17346F			800 THE BOULEVARD                       CAPABILITY GREEN			LUTON			PECOS


			14515			BMG OFFICE EQUIPMENT			T0020755			151 DALRY ROAD			EDINBURGH


			14719			BNP PARIBAS LEASE GROUP			2047687			NORTHERN CROSS                          BASING VIEW			BASINGSTOKE


			11944			BOHLE LTD			2079612			FIFTH AVENUE                            TAMESIDE PARK			DUKINFIELD


			14569			BOWN ENTERPRISES LTD			2003341			122 TOWERS ROAD                         POYNTON			CHESHIRE


			13833			BRAKE BROS LTD			18006D			PO BOX 222			ASHFORD


			13229			BRAYTHORN LIMITED			T0016946			PHILLIPS STREET                         ASTON			BIRMINGHAM


			14369			BRIGHTWORK LTD			2073623			HARBOURSIDE HOUSE                       OCEAN SQUARE                            110 COMMERCIAL STREET			EDINBURGH


			14189			BRITISH COUNCIL MANCHESTER			T0042477			British Council                         Accounting Services                     Bridgewater House                       58 Whitworth Street			MANCHESTER


			10268			BRITISH STANDARDS INSTITUTION			2002058			CASH OFFICE                             PO BOX 16206                            CHISWICK HIGH ROAD			LONDON


			12762			BRITISH UNIVERSITIES FILM & VIDEO COUNCIL			2022699			77 WELLS STREET			LONDON


			14274			BROAD DAYLIGHT			2027836			5 GLADSTONE TERRACE			EDINBURGH


			10273			BROTHER UK LTD			2001188			SHEPLEY STREET                          AUDENSHAW			MANCHESTER


			14720			BRUNEL UNIVERSITY			19496D			FINANCE DEPARTMENT                      KINGSTON LANE			UXBRIDGE


			13243			BT CONFERENCING			T0024879			PP M3042X                               COLINDALE HOUSE                         THE HYDE			LONDON


			14698			BT OFFICE FURNITURE			2061643			UNIT 9 BENRIDGE PARK                    HOLY ROOD CLOSE			POOLE


			14560			BTM INDUSTRIAL LTD			2029803			UNIT 50                                 MAYFIELD INDUSTRIAL ESTATE			DALKEITH


			14372			BUCHANAN ARMS HOTEL			2013598			MAIN STREET                             DRYMEN			GLASGOW


			13385			BUFDG			2034905			EPINAL WAY			LOUGHBOROUGH


			13091			BUILA			2058346			BUILA SECRETARIAT                       STUDENT RECRUITMENT DIRECTORATE         THE UNIVERSITY OF HULL                  COTTINGHAM ROAD			HULL


			12681			BUILD CENTRE			2000774			72-74 EYRE PLACE			EDINBURGH


			10021			BUNZL CATERING SUPPLIES			2000517			EPSOM CHASE                             1 HOOK ROAD			EPSOM


			11814			BUNZL CLEANING AND HYGIENE SUPPLIES			16771I			CRANE HOUSE, 1 BATH ROAD			HEATHROW			PECOS


			11814			BUNZL CLEANING AND HYGIENE SUPPLIES			16771I			UNIT 4C SEAFIELD WAY                    SEAFIELD INDUSTRIAL ESTATE			EDINBURGH			PECOS


			14872			BURGEON EDUCATION			2049236			SUITE A, F11                            XIN HUA LIAN BUILDING (EAST)            NO. 755 MIDDLE HUAI HAI ROAD			SHANGHAI 200020


			10296			BURO HAPPOLD LTD			2035659			CAMDEN MILL                             LOWER BRISTOL ROAD			BATH


			10297			BURROWS			2035848			106 STAFFORD ROAD			WALLINGTON


			14364			BUSINESS STREAM - A SCOTTISH WATER COMPANY			T0014233			7 LOCHSIDE VIEW			EDINBURGH


			14428			BUTE FABRICS			2081460			ROTHESAY			ISLE OF BUTE


			12065			CABBELL PUBLISHING LTD			2012730			WOODMAN WORKS                           204 DURNSFORD ROAD			LONDON


			14787			CABER COFFEE			2066211			614 HOLBURN STREET			ABERDEEN


			13898			CAFE BAR (UK) LTD			2048862			RONAC HOUSE                             SELINAS LANE			ROMFORD


			10312			CALUMET PHOTOGRAPHIC LTD			2002550			BRADBOURNE DRIVE                        TILBROOK			MILTON KEYNES


			14834			CAMBRIDGE MARKETING COLLEGE			2081750			1 CYGNUS BUSINESS PARK                  MIDDLE WATCH			SWAVESEY


			12578			CAMBRIDGE SCIENTIFIC ABSTRACTS			2013030			NEWBURY BRANCH                          1 MANSION HOUSE STREET			NEWBURY


			13173			CAMBRIDGE UNIVERSITY PRESS			20785E			EDINBURGH BUILDING                      SHAFTESBURY ROAD			CAMBRIDGE


			10314			CAMERATIKS			20842I			122 MORNINGSIDE ROAD,			EDINBURGH


			14543			CAMPBELL BROTHERS LTD			20950I			SHERWOOD INDUSTRIAL ESTATE			BONNYRIGG


			10316			CAMPBELLS PRIME MEAT LTD			21050B			THE HEATHERFIELD                        LATHALLAN			BY LINLITHGOW


			13021			CANCOM LIMITED			2070907			290 KENSINGTON HIGH STREET              KENSINGTON			LONDON


			14878			CANNOCK CHEMICALS			2053626			NORTH STREET                            BRIDGTOWN			CANNOCK


			10320			CANNON HYGIENE LTD			21210A			MIDDLEGATE                              WHITE LUND ESTATE			MORECAMBE


			14329			CAPABILITY SCOTLAND			2000802			11 ELLERSLY ROAD			EDINBURGH


			11816			CAPITAL SOLUTIONS			21286H			101 MCDONALD ROAD			EDINBURGH


			10323			CAPIX LTD			2011650			FORGE CLOSE, LITTLE END ROAD			EATON SOCON


			14710			CARNEGIE COLLEGE			2001711			FINANCE SERVICES                        HALBEATH			DUNFERMLINE


			10331			CARNYX GROUP LTD			T0024900			4th Floor                               Mercat Building                         26 Gallowgate			GLASGOW


			13279			CASH CONTROL EQUIPMENT LTD			T0023739			390 CATHCART ROAD			GLASGOW


			10336			CATHEDRAL COMMUNICATIONS LTD			T0034137			HIGH STREET			TISBURY


			14644			CBS OUTDOOR			2027250			28 JAMESTOWN ROAD			LONDON


			14746			CHARLES HENSHAW & SONS LTD			43306I			RUSSELL ROAD			EDINBURGH


			14740			CHARLES LAING & SONS LTD			T0048202			BEAVERBANK FOUNDRY                      BEAVERBANK PLACE			EDINBURGH


			10356			CHARLES TENNANT & CO LTD			82440A			CRAIGHEAD                               WHISTLEBERRY ROAD			BLANTYRE


			14288			CHARLIE FLEMING ASSOCIATES			2052347			5 SALTPANS			CHARLESTOWN


			14760			CHARTERED MANAGEMENT INSTITUTE			2050203			MANAGEMENT HOUSE                        COTTINGHAM ROAD			CORBY


			11847			CILIP			2035648			7 RIDGMOUNT STREET,			LONDON


			14433			CILIPS			T0009899			1ST FLOOR BUILDING C                    BRANDON GATE                            LEECHLEE ROAD			HAMILTON


			13937			CITROEN CONTRACT MOTORING			2060541			20A SEAFIELD ROAD EAST			EDINBURGH


			14393			CITROEN UK LTD			2041200			20A SEAFIELD ROAD EAST			EDINBURGH


			10377			CITY CABS (EDINBURGH) LTD			24030J			ACCOUNTS DEPT                           2 ATHOLL PLACE			EDINBURGH


			10380			CITY LITHO LTD			52856C			UNIT 39                                 BANGOR ROAD			EDINBURGH


			12464			CLAREMONT ELECTRIC MOTOR REPAIRS			24236D			36 TENNANT STREET			EDINBURGH


			12619			CLC PRESENTATION SYSTEMS			2020102			MILL ROAD INDUSTRIAL ESTATE			LINLITHGOW


			14680			CLEARWATER TECHNOLOGY LTD			2027051			22 LANGLANDS AVENUE                     KELVIN SOUTH BUSINESS PARK			EAST KILBRIDE


			14815			CLYDE VALLEY LIFTS LTD			2013170			UNIT 16 QUEENSLIE POINT                 120 STEPPS ROAD			GLASGOW


			14468			COKER EXHIBITION SYSTEMS LTD			2053917			UNIT 7                                  FOSTERS BUSINESS PARK                   OLD SCHOOL ROAD                         HOOK			HAMPSHIRE


			10410			COMPUTER LINKS LIMITED			2011703			7 GRANGE ROAD                           HOUSTOUN INDUSTRIAL ESTATE			LIVINGSTON


						CAIRNS & SCOTT CATERHIRE LIMITED


			14576			CONTENT COMPLETE			2048132			Unit 7                                  North Leigh Business Park			NORTH LEIGH


			14734			COOL COMPONENTS			2067185			UNIT B                                  51 ELSINORE ROAD			LONDON


			14669			COOLSPIRIT LTD			2046612			24 THE BRIDGE BUSINESS CENTRE           BERESFORD WAY			CHESTERFIELD


			10419			COPYRIGHT LICENSING AGENCY LTD			2017918			SAFFRON HOUSE                           6-10 KIRBY STREET			LONDON


			14480			CORNHILL BUILDING SERVICES LTD			2018616			17 MADERIA STREET			EDINBURGH


			13006			COUTTS INFORMATION SERVICES LTD			2018005			9 HEADLANDS BUSINESS PARK			RINGWOOD


			14230			CRAVEN PUBLISHING			2051400			UNIT 14                                 15 - 39 DURHAM STREET                   KINNING PARK			GLASGOW


			14817			CROMWELL INDUSTRIAL TOOLS			2020455			GORMAN HOUSE                            RIGHEAD INDUSTRIAL ESTATE			BELLSHILL


						CONTENT COMPLETE


			10454			D W CASES			2002695			INVERESK MILLS IND PARK			MUSSELBURGH


			14477			DANIELS HEALTHCARE			2068802			Unit 14                                 Station Field Industrial Estate			KIDLINGTON


			12767			DAWSON BOOKS LTD			19821D			FOXHILLS HOUSE                          RUSHDEN


			13604			DEAF ACTION			2038168			49 ALBANY STREET			EDINBURGH


			10480			DELL COMPUTER CORPORATION LTD			30210E			PO BOX 69                               MILBANK HOUSE			BRACKNELL			PECOS


			14470			DIGITAL PRINT SOLUTIONS			2038452			10 BEAVERHALL ROAD			EDINBURGH


			10499			DJG EXHIBITION FREIGHT SERVICES LTD			31430F			GRACE BUSINESS CENTRE, 23 WILLOW LANE			MITCHAM


			14531			DOCSPACE OUTREACH			2070076			SCOTTISH DOCUMENTARY INSTITUTE          ECA                                     74 LAURISTON PLACE			EDINBURGH


			13191			DOGGERFISHER			2073901			8/1 ANNANDALE STREET			EDINBURGH


			12355			DONALDSON FORESTRY FENCING CONTRACTS			T0034124			2 MANSE ROAD, CARRINGTON			BY GOREBRIDGE


			14392			DR T BROWN AND PARTNERS			2040867			RICHARD VERNEY HEALTH CENTRE            THE UNIVERSITY OF EDINBURGH             6 BRISTO SQUARE			EDINBURGH


			14234			DRAGON SOLUTIONS (UK) LTD			2031311			Phoenix House                           Valley Road                             Bramhall			STOCKPORT


			14682			DUNHOUSE QUARRY CO LTD			2038555			CLEATLAM                                DARLINGTON			CO DURHAM


			14343			DYSLEXIA ACTION			2066410			EDUCATIONAL DEVELOPMENT                 2 GROSVENOR GARDENS			LONDON


			12660			DYSLEXIA SCOTLAND			2030396			STIRLING BUSINESS CENTRE                WELLGREEN			STIRLING


			11831			EAE LTD			33444G			EDGEFIELD ROAD INDUSTRIAL ESTATE        LOANHEAD			MIDLOTHIAN


			10526			EAGLE COURIERS (SCOTLAND) LTD			32877H			38 - 38 EVANS BUSINESS PARK             EASTER INCH			BATHGATE


			12713			EAST COAST CONTROLS			32985H			ACRE HOUSE                              STIRLING ROAD			KILSYTH


						EAGLE COURIERS (SCOTLAND) LTD


			14451			EAUC			2016335			MEDWAY BUILDING                         UNIVERSITY OF GLOUCESTERSHIRE           THE PARK			CHELTENHAM


			13230			EDE & RAVENSCROFT LTD			2067995			UNIT 1 BALTIC QUAY                      CENTRAL DOCK ROAD			GRANGEMOUTH


			10542			EDETA LTD			T0019054			28 FLEMING HOUSE,                       KINNAIRD PARK			EDINBURGH


			14700			EDINBURGH BICYCLE COOPERATIVE			2019084			UNIT 5 ROYAL ELIZABETH YARD			DALMENY


			12490			EDINBURGH CHAMBER OF COMMERCE			2021877			CAPITAL HOUSE                           2 FESTIVAL SQUARE			EDINBURGH


			14631			EDINBURGH COACH LINES LTD			2043096			81 SALAMANDER STRET			EDINBURGH


			14812			EDINBURGH COPYSHOP LTD			2031099			52 ST MARY'S STREET			EDINBURGH


						EAST LOTHIAN COUNCIL


			14294			EDINBURGH GROUP TRAVEL			2048019			64 POLTON ROAD			LOANHEAD


			12482			EDINBURGH'S TELFORD COLLEGE			2049175			350 WEST GRANTON ROAD			EDINBURGH


			14511			EKOS LIMITED			2024237			ST GEORGES STUDIOS                      93-97 ST GEORGES ROAD			GLASGOW


			10571			ELSEVIER BV			2000595			Radarweg 29			AMSTERDAM


			14814			ENVIROLIANCE LIMITED			2074799			ALBA INNOVATION CENTRE                  ALBA CAMPUS			LIVINGSTON


			14414			EQUIP4WORK			2061642			1ST FLOOR                               1 ST MICHAEL STREET			DUMFRIES


			14750			ERECO EMEA CORPORATION LTD			2066612			UNIT 17D HOBBS INDUSTRIAL ESTATE        NEWCHAPEL			NR LINGFIELD


			14387			ERLEND CLOUSTON B&B			2064188			2 CAMBRIDGE STREET			EDINBURGH


			14485			ETHNIC MEDIA GROUP			2065393			UNIT 2.01                               WHITECHAPEL TECHNOLOGY CENTRE           65 WHITECHAPEL ROAD			LONDON


			10602			EUROTHERM LTD			35742F			CONTROL HOUSE                           CIGNET TRADING ESTATE                   FARADAY CLOSE			DURRINGTON


						EDINBURGH GROUP TRAVEL


			14312			EXCALIBUR HYGIENE LTD			2063821			40 Baldwin Way                          Swindon			DUDLEY


			13085			FANS & SPARES GROUP LIMITED			2003219			UNITS 9 - 10                            PORT DUNDA TRADING ESTATE               NORTH CANALBANK STREET			GLASGOW


			14253			FH BRUNDLE/WISHART			2061256			HULY HILL ROAD                          EDINBURGH INTERCHANGE                   NEWBRIDGE			EDINBURGH


			13998			FIBRECRAFTS			2014693			OLD PORTSMOUTH ROAD                     PEASMARSH			GUILDFORD


			10628			FIFE FIRE ENGINEERS & CONSULTANTS LTD			T0007758			WAVERLEY ROAD                           MITCHELSTON INDUSTRIAL ESTATE			KIRKCALDY


			14677			FIRE PROTECTION GROUP			2018037			MILLROAD INDUSTRIAL ESTATE			LINLITHGOW


			14475			FORREST HEPBURN & MCDONALD SIGNS LTD			37600G			8 NICOLSON SQUARE			EDINBURGH


			10652			FORTH ESTUARY FORUM			2014922			Forth Estuary Forum                     Exmouth Building			PORT OF ROSYTH


			14635			FP EXECUTIVE AGENCY LTD			2061447			SOUTHERLY 7                             WATERFORD BUSINESS PARK                 BURY			GREATER MANCHESTER


			11459			FUJIFILM UK LTD			2057316			UNIT 7                                  GRAVELLY INDUSTRIAL PARK                TYBURN ROAD                             ERDINGTON			BIRMINGHAM


			11459			FUJIFILM UK LTD			2057316			UNIT 1 & 2 BLOCK E                      COPLEY TRADING ESTATE                   WHITEHALL ROAD			LEEDS


			13266			FUNDERFINDER LTD			2029584			65 RAGLAN ROAD			LEEDS


			10672			G FITZSIMMONS & SON			37266E			25 THORNTON ROAD			ROSEWELL


			14366			GARETH EASTON PHOTOGRAPHY			2062172			29 CHAPEL STREET			INNERLEITHEN


			14159			GARTH ASSOCIATES LIMITED			2059132			GARTH HOUSE                             BANKEND ROAD			BRIDE OF WEIR


			14584			GIBB ARCHITECTS			2065290			23 HAMILTON PARK AVENUE                 KELVINBRIDGE			GLASGOW


			14290			GIFT EXPOSURE LTD			2058629			MILL FARM                               MILL LANE			WRAWBY


			14242			GLASSTAP LTD			2074915			7 SKELGILLSIDE WORKSHOPS                ALSTON			CUMBRIA


			14854			GODFREY SYRETT LTD			40056F			EAGLE WORKS                             PLANET PLACE                            KILLINGWORTH			NEWCASTLE UPON TYNE


			14282			GOLDSMITHS COLLEGE, UCL			T0048803			CONNITEX                                NEW CROSS ROAD			LONDON


			14413			GORDON MURRAY + ALAN DUNLOP ARCHITECTS			2052036			BRECKENRIDGE HOUSE                      274 SAUCHIEHALL STREET			GLASGOW


			13273			GRACIELA AINSWORTH			T0020926			UNIT 4 & 10                             BONNINGTON MILL BUSINESS CENTRE         72 NEWHAVEN ROAD                        LEITH


			14654			GRANGE DOOR SYSTEMS			40619A			UNIT 12 DRYDEN ROAD                     BILSTON GLEN INDUSTRIAL ESTATE			LOANHEAD


			14876			GRAPHICAL HOUSE LTD			2047911			53 KING STREET			GLASGOW


			14606			GREEN CITY WHOLEFOODS			2056640			23 FLEMING STREET			GLASGOW


			13590			GREENSPACE SCOTLAND			2062743			UNIT 12                                 ALPHA CENTRE                            STIRLING UNIVERSITY INNOVCATION PARK			STIRLING


			14566			GRESSWELL			2031022			GRANGE HOUSE                            GEDDINGS ROAD			HODDESDON


			14070			H&A GRAPHIC DESIGN LIMITED			2041317			13 CLAREMONT PARK			EDINBURGH


			14495			HARDIES LLP			2040277			57 ALBANY STREET			EDINBURGH


			14394			HARVEY HOSIE PARTNERSHIP			2048710			3 CLINTMAINS COTTAGES                   ST BOSWELLS			MELROSE


			14838			HEB HOSTEL			2076223			25 KENNETH STREET			STORNOWAY


			14454			HECSU			2034457			PROSPECTS HOUSE                         BOOTH STREET EAST                       MANCHESTER


			10769			HEERA			2051363			Marketing & Communications              University of Hertfordshire			HATFIELD


			11965			HEFCE			T0023616			FINANCE DEPARTMENT                      NORTHAVON HOUSE                         COLDHARBOUR LANE			BRISTOL


			14836			HELEN LAWRENCE TRAINING LTD			2067240			36 GRANVILLE TERRACE			YORK


			13227			HELIOS SOFTWARE LTD			2012050			WENSLEY                                 KEYWORTH ROAD                           WYSALL


			14833			HERZ VALVES			2012893			PROGRESS HOUSE                          MOORFIELD POINT                         MOORFIELD ROAD                          SLYFIELD INDUSTRIAL ESTATE			GUILDFORD


			14029			HIGHER EDUCATION POLICY INSTITUTE			2047668			99 BANBURY ROAD			OXFORD


			14745			HIGHFIELD.CO.UK LTD			2063656			HIGHFIELD HOUSE                         SIDINGS COURT                           LAKESIDE			DONCASTER


			13475			HOLYROOD COMMUNICATIONS LTD			2027395			21 - 23 SLATER'S STEPS                  HOLYROOD ROAD			EDINBURGH


			14709			HOTEL MISSONI			2070376			1 GEORGE IV BRIDGE			EDINBURGH


			14856			HOUSTONS OF CUPAR LTD			2023638			CUPAR MUIR INDUSTRIAL ESTATE			CUPAR


			14278			HOWDENS JOINERY CO			2018083			Units 3 & 4                             South Fort Business Park                South Fort Street                       LEITH			EDINBURGH


			14429			IATEFL			T0004446			EMMA DEXTER                             DARWIN COLLEGE                          UNIVERSITY OF KENT			CANTERBURY


			14870			IBM UK LTD			2004533			PO BOX 53                               NORTH HARBOUR ROAD			PORTSMOUTH


			14098			IMAGINE CO-OPERATIVE CHILDCARE			2067366			NEW BARCLAY HOUSE                       234 BOTLEY ROAD			OXFORD


			13112			INCH'S BOOKS			2057994			7 WESTERN ROAD			DEAL


			14756			INDEX EDUCATION SERVICES LTD			2030028			ROOM 1811 HANZHONG PLAZA                158 HANZHONG ROAD                       SHANGHAI


			14106			INDUSTRIAL DOORS SCOTLAND			46173J			199 BROUGHTON ROAD			EDINBURGH


						EXCALIBUR HYGIENE LTD


			13417			INGLEBY GALLERY			2020590			15 CALTON ROAD			EDINBURGH


			14330			INIGO MEDIA LTD			2009142			3 JOHN'S PLACE			EDINBURGH


						INGLEBY GALLERY


			12742			INTEGRATED CARD SOLUTIONS LTD			T0021313			CLARENDON HOUSE                         CHURCH LANE                             NAPHILL			BUCKINGHAMSHIRE


			14231			INVESTEC ASSET FINANCE			2044636			WINDRUSH COURT                          BLACKLANDS WAY                          ABINGDON			OXON


			14422			IPF (TISONLINE.NET)			2001630			NO 1 CROYDON                            12-16 ADDISCOMBE ROAD			CROYDON


			13151			J HEWIT & SONS LTD			43544G			12 NETTLEHILL ROAD                      HOUSTOUN INDUSTRIAL ESTATE			LIVINGSTON


			14178			J SIVES SURFACING LTD			76530D			91B WEST SAVILE TERRACE			EDINBURGH


			10885			JAMES BLAKE & CO LTD			2002338			30-32 SOUTH FORT STREET                 LEITH			EDINBURGH


			10886			JAMES F KIDD & SON LTD			48672H			24-36 DUNEDIN STREET,			EDINBURGH


			13872			JEPSON BOLTON & CO LTD			T0038430			SUITE 1                                 180 ST ALBANS ROAD                      WATFORD			HERTS


			10905			JIGSAW SYSTEMS LTD			T0007401			THE OLD MILL                            HIGH CHURCH STREET			NOTTINGHAM


						INTEGRATED CARD SOLUTIONS LTD


			14492			JISC COLLECTIONS			2053811			CONTENT COMPLETE LTD                    UNIT 7 NORTH LEIGH BUSINESS PARK        NORTH LEIGH			OXFORDSHIRE


			14853			JISC CONTENT PROCUREMENT COMPANY LTD			2064133			JISC COLLECTIONS                        UNIT 7 NORTH LEIGH BUSINESS PARK        NORTH LEIGH			OXFORDSHIRE


			12756			KAISER & KRAFT LTD			2000641			1 RHODES WAY			WATFORD


			10949			KILNS & FURNACES LTD			2014244			CINDERHILL TRADING ESTATE               WESTON COYNEY ROAD                      LONGTON			STOKE ON TRENT


			13233			KINGSTON UNIVERSITY			2054539			COOPER HOUSE                            40-46 SURBITON ROAD			KINGSTON UPON THAMES


			14793			KMSC LTD			2072146			11 GREENLEES PARK                       CAMBUSLANG			GLASGOW


			14800			KPMG LLP			2027960			SALTIRE COURT                           20 CASTLE TERRACE			EDINBURGH


			14395			LASERCLEAN			2078099			UNIT B3/5/C                             15 EDISON STREET                        HILLINGTON INDUSTRIAL ESTATE


			14585			LASERLIFE			2040932			15 TENNIS STREET			LONDON


			13369			LAW DISTRIBUTION LTD			2015130			UNIT A HAYCOCK CROSS                    KILBUCK LANE			ST HELENS


			13369			LAW DISTRIBUTION LTD			2015130			UNIT 30                                 OAKHILL TRADING ESTATE                  DEVONSHIRE ROAD			WALKDEN


			14638			LAZER ENGINEERING SERVICES			2029150			UNIT 5                                  NEWHAILES INDUSTRIAL ESTATE             NEWHAILES ROAD			MUSSELBURGH


			13826			LEADERSHIP FOUNDATION			2039421			FIRST FLOOR, HOLBORN GATE               330 HIGH HOLBORN			LONDON


			14352			LEARNING AND TEACHING SCOTLAND			2012038			GARDYNE ROAD			DUNDEE


			10991			LENAGHEN ROOFING SERVICES LTD			51080G			101 HIGH STREET			BONNYRIGG


			10998			LIBREX EDUCATIONAL LTD			51401J			COLWICK ROAD,			NOTTINGHAM


			13065			LITHO SUPPLIES (UK) LTD			T0019069			SCOTTISH REGION                         12 BREWSTER SQUARE                      BRUCEFIELD INDUSTRIAL ESTATE			LIVINGSTON


			13065			LITHO SUPPLIES (UK) LTD			T0019069			LONGMOOR LANE			BREASTON


			14153			LIVE SYSTEMS LTD			2065013			UNIT 6, NORTH LEITH SANDS			EDINBURGH


			13335			LIVING STREETS			2051259			4TH FLOOR UNIVERSAL HOUSE               88-94 WENTWORTH STREET			LONDON


			11021			LOTHIAN HEATING SERVICES LTD			52836G			EDGEFIELD INDUSTRIAL ESTATE			LOANHEAD


			11023			LOTHIAN TREES & TIMBER			T0041327			THE AIRFIELD SAWMILL                    COUSLAND			DALKEITH


						JISC COLLECTIONS


			11034			LUX			2073749			3RD FLOOR                               18 SHACKLEWELL LANE                     DALSTON			LONDON


			14722			LWD			2001479			THE RED HOUSE                           KILQUHANITY                             CORSOCK ROAD			CASTLE DOUGLAS


			13713			LYRECO UK LTD			2006814			DEER PARK COURT                         DONNIGTON WOOD			TELFORD


			14136			MACDONALD CARDRONA HOTEL			2046268			CARDRONA			PEEBLES


			14136			MACDONALD CARDRONA HOTEL			2046268			CARDRONA			PEEBLES


			11040			MACKAY & LYNN LTD			54971G			18/7 Dryden Road                        Bilston Glen			LOANHEAD


			13830			MACKAY HANNAH LTD			2042244			CRICHTON HOUSE                          4 CRICHTONS CLOSE			EDINBURGH


			14595			MALCOLM FRASER ARCHITECTS			2010115			NORTH BRIDGE STUDIOS                    20 NORTH BRIDGE			EDINBURGH


			14697			MARK SIMPKIN LTD			2060827			UNIT F1                                 ADELPHI MILL                            GRIMSHAW LANE                           BOLLINGTON			CHESHIRE


			14859			MATT PURDIE AND SONS LTD			2003842			48-54 EAST MAIN STREET			BLACKBURN


			13773			MAX FORDHAM LLP			2068039			CONSULTING ENGINEERS BUILDING SERVICES  42/43 GLOUCESTER CRESCENT			LONDON


			14607			MCDONACH CONSULTANCY			2065289			WRIGHT BUSINESS CENTRE                  1 LONMAY ROAD			GLASGOW


			14844			MCGRIGORS LLP			2079515			PRINCES EXCHANGE                        1 EARL GREY STREET			EDINBURGH


			14443			MCL EDINBURGH			2033355			UNIT 1 THE CLOCKTOWER                   SOUTH GYLE CRESCENT                     2 FLASSCHES YARD			EDINBURGH


			13447			MEDIASCAPE LTD			2036556			E6 & E7 PORT DUNDAS BUSINESS PARK       100 BORRON STREET			GLASGOW


			14121			MEGA ELECTRONICS			57416J			MEGA HOUSE                              GRIP INDUSTRIAL ESTATE                  LINTON			CAMBRIDGE


			13096			METAL SUPERMARKET			2014467			UNITS 8 & 9                             MOORPARK INDUSTRIAL ESTATE              BROOMLOAN ROAD			GOVAN


			14600			MGM TIMBER			2044159			WEST MAINS INDUSTRIAL ESTATE			GRANGEMOUTH			PECOS


			13586			MIMETICS			2048500			15 CROOKSTON ROAD                       INVERESK			MUSSELBURGH


			11099			MISCO LTD			59113D			DARBY CLOSE                             PARK FARM SOUTH			WELLINGBOROUGH


			13813			MITCORP UK LTD			2032881			UNIT 1 MILLENNIUM COURT                 BURNS STREET			GLASGOW


			13994			MITIE SECURITY LIMITED			2054064			SECURITY HOUSE                          20 MILBURN AVENUE                       OLDBROOK			MILTON KEYNES


			13994			MITIE SECURITY LIMITED			2054064			SECURITY HOUSE                          20 MILBURN AVENUE                       OLDBROOK			MILTON KEYNES


			14381			MORGAN MCDONNELL			2061549			7 BELGRAVE MEWS			EDINBURGH


			13010			MORTON FRASER SOLICITORS			2018588			QUARTMILE TWO                           2 LISTER SQUARE			EDINBURGH


			13410			MOVIEMAIL LTD			2026743			5 STUCLEY STUDIOS                       STUCLEY PLACE			CAMDEN


			14862			MR P C CLEAN			2049143			UNIT 17                                 BRITANNIA ENTERPRISE PARK               BRITANNIA WAY			LICHFIELD


			12863			MRC MCLEAN HAZEL LTD			2032814			3 HILL STREET			EDINBURGH


			12379			NEIL STEWART ASSOCIATES			2017740			PO BOX 39976                            2nd FLOOR                               1 BENJAMIN STREET			LONDON


			14650			NEW LANARK TRADING LTD			T0006518			MILL THREE			NEW LANARK


						MITCORP UK LTD


			11977			NORD-PLAN LTD			2021609			SHEDDINGDEAN BUSINESS PARK              MARCHANTS WAY                           BURGESS HILL			WEST SUSSEX


			11703			NORTHUMBRIA UNIVERSITY			2033229			SUNDERLAND BUILDING			NEWCASTLE UPON TYNE


			14481			NOVANTIA TUCO 2008			2064221			Thornbridge Hall                        Ashford In The Water			BAKEWELL


			13540			NUVIDEO LTD			2037531			COMMUNICATIONS HOUSE                    PITREAVIE DRIVE			DUNFERMLINE


			12835			OCLC (UK)			T0020572			8TH FLOOR, WEST WING                    54 HAGLEY ROAD                          EDGBASTON			BIRMINGHAM


			11189			OFFICE & TRAINING CONSUMABLES LTD			63431D			48-50 JANE STREET,			EDINBURGH


			14771			OLIVER CHAPMAN ARCHITECTS			T0029572			36 ST MARYS STREET			EDINBURGH


			14729			OPERON			2005112			UNIT 1, BLOCK 7                         PEFFERMILL INDUSTRIAL ESTATE            KINGS HAUGH			EDINBURGH


			14370			OPP LTD			2037003			15 - 17 ELSFIELD WAY			OXFORD


			14642			ORBIS DIGITAL LTD			2065541			UNIT 10 CLAYMORE HOUSE                  145 KILMARNOCK ROAD			GLASGOW


			14691			ORKNEY ISLANDS COUNCIL			2013257			SCHOOL PLACE			KIRKWALL


			14025			OTIS LIMITED			2021874			CASHIERS DEPARTMENT                     123 ABBEY LANE			LEICESTER


			12712			OUT OF THE BLUE TRUST			2006597			OUT OF THE BLUE DRILL HALL              36 DALMENY STREET			EDINBURGH


			14283			PA PHOTOS LTD			2034279			PAVILLION HOUSE                         16 CASTLE BOULEVARD			NOTTINGHAM


			14222			PANDA PRINT			2064811			104 PARK ROAD			DUNFERMLINE


			14101			PARAGON PRODUCTS (UK) LTD			64360J			NEWHAILES INDUSTRIAL ESTATE             NEWHAILES ROAD                          MUSSELBURGH			EDINBURGH


			14524			PARAMOUNT PRINTERS LTD			64377J			199 CAUSEWAYSIDE			EDINBURGH


			12143			PARCELFORCE WORLDWIDE			2014883			REMITTANCE CENTRE                       PARCEL FORCE WORLDWIDE                  PAPYRUS ROAD			WERRINGTON


			12745			PAULAMAR COMPANY LTD			T0023902			WOODILEE INDUSTRIAL ESTATE              WOODILEE ROAD                           KIRKINTILLOCH			GLASGOW


			13326			PERFORMING RIGHT SOCIETY FOR MUSIC			2030007			3 ROTHESAY PLACE			EDINBURGH


						NORD-PLAN LTD


			12610			PETER BOWES			2057104			44/5 Montpelier Park			EDINBURGH


			13539			PHOENIX SOFTWARE LTD			T0010445			BLENHEIM HOUSE                          YORK ROAD			POCKLINGTON


			13411			PJ'S FOODS			2028242			81 CHAPEL ST			GLASGOW


			14562			PLASPAC			2032823			ELVINGSTON HOUSE                        BY GLADSMUIR			EAST LOTHIAN


			14476			PLAY SCOTLAND			2062479			Midlothian Innovation Centre            Pentlandfield			ROSLIN


			14310			POSTERBOARDS DIRECT			2064225			Head Office                             Unit 5                                  Manor Lane Business Park                Manor Lane			HOLMES CHAPEL


			11268			POSTURITE			T0018084			THE MILL                                STATION ROAD			BERWICK


			13653			PREMIER AUDIO VISUAL LTD			2078935			59 SWANSTON AVENUE			EDINBURGH


			12060			PRESERVATION EQUIPMENT LTD			66234J			VINCES ROAD,			DISS


			11284			PRICEWATERHOUSECOOPERS LLP			2002128			ERSKINE HOUSE                           68-73 QUEEN STREET			EDINBURGH


			14332			PROLOJIK LTD			2067155			85 CRESSEX ECTERPRISE CENTRE            LINCOLN ROAD                            HIGH MYCOMBE                            BUCKS


			12572			PSCA INTERNATIONAL LTD			2050081			EBENEZER HOUSE                          RYECROFT                                NEWCASTLE UNDER LYME			STAFFORDSHIRE


			14767			PTRC EDUCATION & RESEARCH SERVICES LTD			2072553			1 VERNON MEWS                           VERNON STREET			LONDON


			14303			PURVES PUPPETS			T0045889			PUPPET TREE HOUSE                       BROUGHTON ROAD			BIGGAR


						PETER BOWES


			13445			QSR INTERNATIONAL			2017496			27 ABINGTON DRIVE                       BANKS


			11303			QUADRILLE MEDIA LTD			2057322			1st Floor                               57a Fishwives Causeway                  East Telferton			EDINBURGH


			14790			QUAKER MEETING HOUSE EDINBURGH			T0002693			7 VICTORIA TERRACE			EDINBURGH


			14459			QUOTHQUAN FARMS			2063064			QUOTHQUAN FARM                          BIGGAR


			14792			RADISSON EDWARDIAN GRAFTON HOTEL			2011231			CENTRAL ACCOUNTS TEAM                   130 TOTTENHAM COURT ROAD			LONDON


			14484			RAYPROGRAPHICS LTD			T0048033			5 WARRISTON ROAD			EDINBURGH


			14732			RECOGNITION EXPRESS			2053302			12 POWDRAKE ROAD			GRANGEMOUTH


			12431			REED BUSINESS INFORMATION			T0039863			WINDSOR COURT                           EAST GRINSTEAD HOUSE			EAST GRINSTEAD


			14403			REMOVAL SERVICES SCOTLAND			2014319			6 OAKBANK PARK PLACE                    OAKBANK INDUSTRIAL ESTATE			LIVINGSTON


			11330			RENTOKIL INITIAL UK LTD			68526J			RENTOKIL PEST CONTROL UK                PO BOX 4973			DUDLEY


			13390			RIBA			2006182			66 PORTLAND PLACE			LONDON


			14165			RICHER SOUNDS			T0034397			CORPORATE SALES                         UNIT 2                                  GALLERY COURT                           1-7 PILGRIMAGE STREET			LONDON


			11340			RILEY DUNN & WILSON LTD			69091H			ALMOND COURT			FALKIRK


			14004			ROBERT GORDON UNIVERSITY			T0042103			CENTRAL SERVICES BUILDING			ABERDEEN


			11927			ROBERTSON & DAWSON			2001478			Fenton Barns			NORTH BERWICK


			12550			ROOFING AND BUILDING SUPPLY CO LTD			T0041348			46a BALCARRES STREET			EDINBURGH


			14034			ROSE STREET QUARTET			2035649			56/4 TEMPLE PARK CRESCENT			EDINBURGH


			12602			ROSSLYN CHAPEL			2046710						ROSLIN


						QUADRILLE MEDIA LTD


			11367			ROYAL COLLEGE OF ART			2043295			KENSINGTON GORE			LONDON


			11367			ROYAL COLLEGE OF ART			2043295			KENSINGTON GORE			LONDON


			14425			RYDAL HALL			2066782			RYDAL			AMBLESIDE


			14555			SAFETY FIRST AID			T0031387			15-17 The Garrick Centre                Irving Way			LONDON


			14386			SAFETY FIRST WINDOW FILMS			T0039888			8A BRIDGE STREET			NEWBRIDGE


			11394			SALCTG			2016774			LIBRARY                                 SAC AUCHINCRUIVE			AYR


			14208			SCDI - SCOTTISH COUNCIL FOR DEVELOPMENT & INDUSTRY			T0008041			17 PARK CIRCUS PLACE			GLASGOW


			11404			SCHOSA			2035861			LONDON METROPOLITAN UNIVERSITY          SPRING HOUSE                            40-44 HOLLOWAY ROAD			LONDON


			12020			SCIENTIFIC & CHEMICAL SUPPLIES LTD			2001536			39 BACK SNEDDON STREET			PAISLEY


						ROYAL COLLEGE OF ART


			11406			SCOMAC CATERING EQUIPMENT LTD			2066649			1 BELL SQUARE                           BRUCEFIELD INDUSTRY PARK			LIVINGSTON


						SCOMAC CATERING EQUIPMENT LTD


			12417			SCONUL			2021219			102 EUSTON STREET			LONDON


			11410			SCOTIA ENERGY SAVING SYSTEMS LTD			72723D			49 NASMYTH ROAD                         SOUTHFIELD INDUSTRIAL ESTATE			GLENROTHES


						SCONUL


			11412			SCOTIA UK PLC			2004544			2/4 CASTLE TERRACE			EDINBURGH


			14906			SCOTTISH ACCESS SERVICES			2079852			29 LUGGIEBURN WALK			COATBRIDGE


			14783			SCOTTISH BOOK TRUST			73985I			SANDEMAN HOUSE                          TRUNK'S CLOSE                           55 HIGH STREET			EDINBURGH


			14763			SCOTTISH HYDRO ELECTRIC			2072117			CASH CONTROL                            PO BOX 17			HAVANT


			12481			SCOTTISH LIBRARY & INFORMATION COUNCIL			2033236			1ST FLOOR, BUILDING C                   BRANDON GATE                            LEECHLEE ROAD			HAMILTON


			11446			SCOTTISH YOUTH HOSTELS ASSOCIATION			2001721			NATIONAL OFFICE                         7 GLEBE CRESCENT			STIRLING


			14622			SEAWARD ELECTRONIC			74275J			BRACKEN HILL                            SOUTH WEST INDUSTRIAL ESTATE            PETERLEE			CO DURHAM


			11454			SEDA - STAFF & EDUCATIONAL DEVELOP ASSOC			2038409			WOBURN HOUSE                            20-24 TAVISTOCK SQUARE			LONDON


			14626			SETFORM LTD			T0026818			EUROPA HOUSE                            13 - 51 IRONMONGER ROW			LONDON


			11865			SHANKS WASTE SERVICES LTD			T0047390			UNIT 22                                 NURSLING INDUSTRIAL ESTATE              ORIANA WAY


			14883			SHINTON CONSULTING LTD			2051376			3 KINGSKNOWE GARDENS			GALASHIELS


			13413			SHRED-IT (EAST OF SCOTLAND) LTD			2057932			BLOCK 10, UNIT 1                        GLENFIELD INDUSTRIAL ESTATE			COWDENBEATH


			11473			SIGHT AND SOUND TECHNOLOGY			2064927			WELTON HOUSE NORTH WING                 SUMMERHOUSE ROAD                        MOULTON PARK			NORTHAMPTON


			13022			SILVERPRINT LTD			2000293			12 VALENTINE PLACE			LONDON


			14777			SIMPLY BEARINGS LIMITED			2068079			386 ST HELEN'S ROAD			LEIGH


			13165			SIMPLY RHINO LTD			2057528			14 BANCROFT AVENUE                      BUCKHURST HILL


			14324			SMARTBOX ASSISTIVE TECH			2050195			26 ABBEY ROAD			MALVERN


			14594			SMITH SCIENTIFIC			2002796			FIRCROFT WAY			EDENBRIDGE			PECOS


			12671			SOCIAL RESEARCH ASSOCIATION			2038588			24 - 32 STEPHENSON WAY			LONDON


			12781			SODEXO LTD			2076517			C/O THE SCOTTISH PARLIAMENT             HOLYROOD			EDINBURGH


			14532			SOLID SOLUTIONS			2048365			OLYMPUS HOUSE                           OLYMPUS AVENUE			LEAMINGTON SPA


			11495			SOUND & VISION AV LTD			78057F			16 DRYDEN ROAD                          BILSTON GLEN INDUSTRIAL ESTATE			EDINBURGH


			11869			SOURCE			2038554			PO BOX 352			BELFAST


			11499			SPECIALIST CRAFTS LTD			2048871			PO BOX 247,			LEICESTER


			11506			ST JUDE'S LAUNDRY			80426G			7A LOANING ROAD,			EDINBURGH			PECOS


			12343			STAFFORDSHIRE UNIVERSITY			2003262			PO BOX 361			STAFFORD


			14612			STARBOARD HOTELS FIVE LLP, T/A SMART CITY HOSTELS			2070838			50 BLACKFRIARS STREET                   OLD TOWN			EDINBURGH


			11513			STEMS LTD			T0020240			22-24 GRINDLAY STREET,			EDINBURGH


			14676			STEWARTS OF EDINBURGH			80069F			1 LISTER ROAD			LIVINGSTON


			14525			STICKER MONKEY			2047931			75 BREAD STREET			EDINBURGH


			12518			STIRLING CATERING EQUIPMENT			2043302			c/o 30 PISTOLMAKERS ROW			DOUNE


			14494			STROCKWELD LTD			2034818			MARION STREET                           MOSSEND			BELLSHILL


			14889			STUDENT LOANS COMPANY			2050561			FINANCE DEPARTMENT                      100 BOTHWELL STREET			GLASGOW


			14743			STUDY INTERNATIONAL			2068795			305 KIKUGESTU BUILIDING                 2-17-4                                  TAKADANOBABA                            SHINJYUKU-KU			TOKYO 169-0075


			10095			SUNRITE BLINDS			T0037749			BLACKCHAPEL ROAD                        NEWCRAIGHALL			EDINBURGH


			10095			SUNRITE BLINDS			T0037749			UNIT 2, FIRST FLOOR                     BLOCK B                                 KITTLE YARDS                            CAUSEWAYSIDE			EDINBURGH


			11531			SUPPLIES TEAM			26378A			UNIT 2B                                 GATEWAY BUSINESS PARK                   BEANCROSS ROAD			GRANGEMOUTH


			14749			SUSTAINABILITY LTD			2036814			49 CARDRONA WAY                         CARDRONA			NEAR PEEBLES


			12526			SWETS INFORMATION SERVICES LTD			2037152			SWAN HOUSE                              WYNDYKE FURLONG                         ABINGDON BUSINESS PARK                  ABINGDON			OXFORDSHIRE


			14233			SYMPOSIUM EVENTS LTD			2052774			212a Tower Bridge Road			LONDON


			14296			TAYLOR DAVIS LTD			2048491			MOAT ROAD                               WEST WILTS TRADING ESTATE			WESTBURY


			14542			TCHIBO COFFEE INTERNATIONAL LTD			82111F			TCHIBO HOUSE                            BLENHEIM ROAD                           EPSOM			SURREY


			14264			TECHNOLOGY SUPPLIES LTD			2009972			PHOENIX HOUSE                           TERN HILL                               MARKET DRAYTON			SHROPSHIRE


			14634			THE 16K DESIGN WORKS			2069121			UNIT 9                                  ABBEYMOUTH TECHBASE                     2 EASTER ROAD			EDINBURGH


			13767			THE AUDIENCE BUSINESS			T0035224			FIRST FLOOR                             50 GEORGE STREET			EINBURGH


			12002			THE BURN			T0010825			THE BURN HOUSE                          GLENESK                                 BRECHIN			ANGUS


			14556			THE CURVE FOUNDATION DANCE COMPANY			2063082			THE BURTON THEATRE                      LADYWELL WAY			MUSSELBURGH


			11581			THE FABULOUS BAKIN' BOYS LTD			T0038463 or T0037788			AVENUE 2                                STATION LANE			WITNEY


			13319			THE MEDIA COMPANY PUBLICATIONS LTD			2064389			21 ROYAL CIRCUS			EDINBURGH


			14206			THE ORKNEY HOTEL			2038803			40 VICTORIA STREET                      KIRKWALL			ORKNEY


			14604			THE ROYAL OBSERVATORY			T0018199			BLACKFORD HILL			EDINBURGH


			14822			THE SCOTTISH STORYTELLING CENTRE			2013400			THE NETHERBOW                           43-45 HIGH STREET			EDINBURGH


			14318			THE SPORTSMAN'S CHARITY LTD			2073896			53 Craiglea Drive			EDINBURGH


			12495			THE TOWN HOUSE			2063464			65 GILMORE PLACE			EDINBURGH


			11612			THE UNIVERSITY OF YORK			2009565			FINANCE SERVICES                        UNIT 1 MARKET SQUARE			HESLINGTON


			11612			THE UNIVERSITY OF YORK			2009565			GRIMSTON HOUSE			YORK


			14848			THOMSON BETHUNE			16743B			6 FORRES STREET			EDINBURGH


			14832			TORBAY COUNCIL			2034908			TORQUAY LIBRARY                         LYMINGTON ROAD			TORQUAY


			14847			TOTAL GAS & POWER			2062776			BRIDGE GATE                             55-57 HIGH STREET			REDHILL


			12923			TROSSACHS BACKPACKERS			2040302			INVERTROSSACHS ROAD			CALLANDER


			12829			UCAS ENTERPRISES LTD			T0046964			ROSEHILL                                NEW BARN LANE			CHELTENHAM


			14112			UK NARIC			2059993			ECCTIS LTD                              ORIEL HOUSE                             ORIEL ROAD			CHELTENHAM


			13589			UKEAS LTD			2080542			12F-1                                   NO. 378 WENHSIN ROAD                    SECTION 1			TAICHUNG


			11679			UNIBIND SYSTEMS LTD			2033937			3 OAK COURT                             BETTS WAY			CRAWLEY


			12496			UNICOL ENGINEERING			2016477			GREEN ROAD			OXFORD


			12496			UNICOL ENGINEERING			2016477			Green Road			OXFORD


			14779			UNICOMP LTD			T0013554			UNIT 13 BOURNE ESTATE			BOROUGH GREEN


			12212			UNIVERSITIES SCOTLAND			2014878			53 HANOVER STREET			EDINBURGH


			13788			UNIVERSITIES UK			2017563			WOBURN HOUSE                            20 TRAVISTOCK SQUARE			LONDON


			14715			UNIVERSITY COLLEGE LONDON			2003152			CREDIT CONTROL                          5TH FLOOR                               1-19 TORRINGTON PLACE			LONDON


			14434			UNIVERSITY OF BOLTON			2080228			CHADWICK STREET                         BOLTON			LANCS


			12458			UNIVERSITY OF DUNDEE			2002720			DUNCAN OF JORDANSTONE COLLEGE           PERTH ROAD			DUNDEE


			13218			UNIVERSITY OF NEWCASTLE UPON TYNE			2002004			1 PARK TERRACE			NEWCASTLE UPON TYNE


			11704			UNIVERSITY OF READING			2001950			WHITEKNIGHTS HOUSE                      WHITEKNIGHTS                            PO BOX 217			READING


			14667			UNIVERSITY OF THE WEST OF SCOTLAND			2067671			HIGH STREET			PAISLEY


			14724			UNIVERSITY OF WALES INSTITUTE CARDIFF			2010895			PO BOX 377                              WESTERN AVENUE			CARDIFF


			11710			UNIVERSITY OF WARWICK			2002627			FINANCE OFFICE                          UNIVERSITY HOUSE			COVENTRY


			11733			VIGLEN LTD			86699A			7 HANDLEY PAGE WAY                      OLD PARKBURY LANE                       COLNEY STREET			ST ALBANS


			13504			VIRIDOR WASTE MANAGEMENT LIMITED			2046642			PO BOX 237			TAUNTON


			13504			VIRIDOR WASTE MANAGEMENT LIMITED			2046642			5 DALHOUSIE BUSINESS PARK               CARRINGTON ROAD			COCKPEN


			11742			W A FAIRHURST & PARTNERS			2016045			225 BATH STREET			GLASGOW


			14559			W P NOTCUTT			2048145			HOMEWOOD FARM                           NEWARK LANE                             RIPLEY SURRY


			14257			WAR PRODUCTIONS			2059156			5 - 6 BROUGHTON PLACE			EDINBURGH


			11752			WASHINGTON MILLS ELECTRO MINERALS LTD			2047350			MOSLEY ROAD                             TRAFFORD PARK			MANCHESTER


			11760			WEST DESIGN PRODUCTS			2056194			West House                              Shearway Business Park                  Pent Road			FOLKESTONE


			14191			WOODS OF PERTH			2023588			AULD BOND ROAD                          SOUTH INVERALMOND			PERTH


			14549			YHA KENDAL			2010913			118 HIGHGATE			KENDAL


			14591			ZIP HEATERS (UK) LTD			T0012574			14 BERTLE WARD WAY			DEREHAM


			10114			AMARI PLASTICS PLC			2000744			HOLMES HOUSE			24-30 BAKER STREET


			12575			ARCO LTD			13470J			PO BOX 21			WAVERLEY STREET


			10156			ARNOLD CLARK FINANCE LTD			24332I			ST GEORGES HOUSE			ST GEORGES ROAD			PECOS


			10809			ARVAL			2073367			ARVAL CENTRE			WINDMILL HILL


			10265			BRITISH FILM INSTITUTE			2000161			21 STEPHEN STREET


			10269			BRITISH TELECOMMUNICATIONS PLC			19072H			BANKING DUTY PP STHA			C/O BRIDGE COURT, THE CLOSE


			11935			BRITISH TELECOMMUNICATIONS PLC			19072H			PAYMENT CENTRE			TVTE


			10312			CALUMET PHOTOGRAPHIC LTD			2002550			3 BONNINGTON BUSINESS CENTRE			TENNANT STREET


			10356			CHARLES TENNANT & CO LTD			82440A			543 GORGIE ROAD


			10372			CHUBB ELECTRONIC SECURITY LTD			2062154			PO BOX 12065			MARATHON HOUSE


			12313			CIPD			2017756			151 THE BROADWAY


			10376			CIPFA			T0017644			3 ROBERT STREET


			10379			CITY ELECTRICAL FACTORS LTD			24064C			BLOCK 4 UNIT 1,			PEFFERMILL INDUSTRIAL ESTATE


			14340			CITY LINK			2014817			CEDAR HOUSE			ASHTON ROAD


			10381			CITY OF EDINBURGH COUNCIL			2003357			PO BOX 464			500 GORGIE ROAD


			10382			CITY OF EDINBURGH COUNCIL			2003357			REVENUES DIVISION			PO BOX 59


			11829			CITY OF EDINBURGH COUNCIL			2003357			PO BOX 59


			13124			CITY OF EDINBURGH COUNCIL			2003357			23 WATERLOO PLACE


			13613			CITY OF EDINBURGH COUNCIL			2003357			REVENUES DIVISION			PO BOX 59


			12922			CITY UNIVERSITY			T0029028			WALTER SICKERT HALL			29 GRAHAM STREET


			10389			CLOW GROUP LTD			T0030475			185 BROAD STREET			BRIDGETON


			10394			COCA-COLA ENTERPRISES LTD			22254D			PO BOX 226


			13984			COMET BUSINESS SERVICES			25691J			CRITERION HOUSE			GEORGE STREET


			13984			COMET BUSINESS SERVICES			25691J			COMET GROUP PLC			GEORGE HOUSE


			14359			COMPANIES HOUSE DIRECT			T0000629			37 Castle Terrace


			10411			COMPUTERS IN PERSONNEL LTD			2081824			ABBEY HOUSE			28-30 CHAPEL STREET


			13801			CONSTANTINE LTD			2030958			CONSTANTINE HOUSE			NORTH CALDEEN ROAD


			14726			CREATIVE & CULTURAL SKILLS			2065338			28 CASTLE STREET


			14554			CULTURE & SPORT GLASGOW			2074766			TRAMWAY			25 ALBERT DRIVE


			13978			CUTHBERTSON LAIRD GROUP			2052819			PARKBURN COURT			GLASGOW ROAD


			10450			D F WISHART & CO LTD			88829B			PO BOX 208			ST CLAIR STREET


			10460			DALKEITH TRANSPORT & STORAGE CO LTD			29513G			LADY VICTORIA BUSINESS CENTRE			NEWTONGRANGE


			10479			DELICE DE FRANCE			2064036			DELICE HOUSE			149 BRENT ROAD


			10481			DELOITTE LLP			2003616			39 GEORGE STREET


			12341			DELTA VIDEO PRODUCTIONS LTD			2028928			FALCON HOUSE			TURNHOUSE


			10505			DEMCO WORLDWIDE LTD			41174F			GRANGE HOUSE			GEDDINGS ROAD


			12609			DHL INTERNATIONAL UK LTD			Various			PO BOX 192


			12652			DIRECTORY OF SOCIAL CHANGE			T0001260			24 STEPHENSON WAY


			13606			DIRTY WORK CLEARANCES			31215G			37 MARIONVILLE ROAD


			13606			DIRTY WORK CLEARANCES			31215G			1A BROUGHTON PLACE


			13952			DISCLOSURE SCOTLAND			2050888			PO BOX 250


			10498			DIVERSEY LTD			51163C			WESTON FAVELL CENTRE


			10500			DK HOLDINGS LTD			2062788			STATION APPROACH


			11956			DLA PIPER UK LLP			2066027			101 BARBIROLLI SQUARE


			10509			DOUGLAS ROBERTSON PHOTOGRAPHY			2017919			42 ROYAL PARK TERRACE


			10518			DUNCAN MCLAREN LTD			54206H			29 BREAD STREET


			12399			EAST COAST SKIPS			2004593			MACMERRY IND ESTATE


			10530			EASTER ROAD PLASTICS LTD			33018F			9 WEST TELFERTON


			11362			EASTERN			2064412			108 MARKET STREET


			11362			EASTERN			T0049038			14-16 UNION STREET


			14791			EBOOKS CORPORATION LIMITED			2078143			14 BASIL STREET


			10541			EDEN GROUP			T0009450			43 ELLEN'S GLEN ROAD			LIBERTON


			13720			EDEN SPRINGS UK LTD			2049927			3 LIVINGSTONE BOULEVARD			BLANTYRE


			10556			EDINBURGH PRINTMAKERS WORKSHOP			33654H			23 UNION STREET


			11828			EDMUNDSON ELECTRICAL LTD			2044202			3 CUTLINS ROAD			SIGHTHILL			PECOS


			10563			EDUCATIONAL RECORDING AGENCY LTD			33837C			NEW PREMIER HOUSE			150 SOUTHAMPTON ROW


			11833			EDUSERV			2006314			QUEEN ANNE HOUSE			11 CHARLOTTE STREET


			10564			EDWARDS METALS LTD			2008545			37 BIRCH ROAD EAST			WYRLEY TRADING ESTATE


			11894			EIS			SAL014			E.I.S, 46 MORAY PLACE


			13611			EMAP MEDIA			2052918			WENTWORTH HOUSE			WENTHOUSE STREET


			13611			EMAP MEDIA			T0033899			33-39 BOWLING GREEN LANE


			13519			ENVIROCLEAN SUPPLIES			2052917			Inchyra Road


			11918			EUSACO Ltd			2000932			5/2 BRISTO SQUARE			THE POTTERROW


			10621			FEDERAL EXPRESS EUROPE INC			2029168			PO BOX 119


			14237			FERRARI PACKAGING LTD			55090H			26 Peel Park Place			College Milton South


			10022			FIFE CREAMERY			36840J			RANDOLPH PLACE


			10633			FILMHOUSE TRADING LTD			T0034947			88 LOTHIAN ROAD


			12668			FINDEL EDUCATION LTD			2003783			FINDEL HOUSE


			13973			FISHER SCIENTIFIC UK			37261J			BISHOP MEADOW ROAD						PECOS


			14757			FMS FIRE AND SECURITY			2001304			UNITS 10-12			32 DRYDEN ROAD


			10648			FORDS BAKERY			2080272			UNIT C1			CLIFTON TRADING ESTATE


			10652			FORTH ESTUARY FORUM			2014922			1 COCKBURN STREET


			10654			FORTHCARE			T0034706			UNIT 5, HARDENGREEN IND ESTATE			ESKBANK


			11459			FUJIFILM UK LTD			2057316			ST MARTINS BUSINESS CENTRE			ST MARTINS WAY


			10674			G L FLOOR FINISHING CO			37321G			77 WHITEHILL STREET			NEWCRAIGHALL


			11838			GE CAPITAL EQUIPMENT FINANCE LTD			T0033055			2630 THE QUADRANT			AZTEX WEST


			14118			GEORGE HERIOT'S TRUST			2012519			LAURISTON PLACE


			10692			GEORGE S HALL LTD			2006527			GSH HOUSE			FORGE LANE


			10695			GERALD EVE - CHARTERED SURVEYORS			2023419			72 WELBECK STREET


			14284			GETTY IMAGES			2012734			101 BAYHAM STREET			CAMDEN


			10703			GLASGOW SCHOOL OF ART			2020532			167 RENFREW STREET


			12620			GLAXOSMITHKLINE HEALTHCARE			2022163			SB HOUSE			PO BOX 89


			10712			GORDON & HALLIDAY			40173H			24/5b DRYDEN ROAD			BILSTON GLEN INDUSTRIAL ESTATE


			10715			GRAHAM GROUP PLC			40420G			PO BOX 7357


			10715			GRAHAM GROUP PLC			40420G			17 BOTHWELL STREET


			10715			GRAHAM GROUP PLC			40420G			UNIT 6			SEAFIELD ROAD EAST


			13686			GRAHAM'S DAIRIES			2029206			GRAHAM'S DAIRIES			HENDERSON STREET			PECOS


			11860			H M RAITT & SONS			2074907			OLIVEBANK ROAD


			13916			HAMMERHEAD TV FACILITIES			2022786			9 MERCHISTON MEWS


			10763			HASSELBLAD (UK) LTD			T0025225			385 CENTENNIAL AVENUE			CENTENNIAL PARK


			10764			HAYMARKET MEDIA GROUP			2061298			174 Hammersmith Road


			14069			HCL SAFETY LTD			2002976			LATCHWAYS PLC			HOPTON PARK


			10778			HERIOT-WATT TRADING LIMITED			43428A			LORD BALERNO BUILDING			RICCARTON


			10779			HERIOT-WATT UNIVERSITY			2000432			LORD BALERNO BUILDING			RICCARTON


			10783			HEWAT OF EDINBURGH			43527D			11/12 TEVIOT PLACE


			12930			HEYDALE KEY REGISTRATION			2074509			37 CARRICK STREET


			10786			HIGHER EDUCATION STATISTICS AGENCY			2002421			95 PROMENADE


			10792			HM REVENUE & CUSTOMS			2050432			44 YORK PLACE


			11886			HM REVENUE & CUSTOMS - Ref : 961PK02422394			2050432			ACCOUNTS OFFICE CUMBERNAULD			ST MUNGO'S ROAD


			11887			HM REVENUE & CUSTOMS- Ref: N961PK02422394			2050432			ACCOUNTS OFFICE			ST MUNGO'S ROAD


			13958			HOOLET LTD			2032348			WHITEFIELD ROAD			LOMOND ROAD


			14858			HOTCOURSES (BRITISH COUNCIL TRADING PRODUCTS)			2012310			150-152 KING STREET


			13518			IAN RUSSELL (PAINTS) LTD			71370C			WARRENDAR PARK ROAD


			10816			IANSYST LTD			T0009380			THE WHITE HOUSE			72 FEN ROAD


			12631			IHS (GLOBAL) LIMITED			2067335			WILLOUGHBY ROAD


			13562			ING LEASE (UK) LTD			2048923			60 HIGH STREET			REDHILL


			10858			INTERNATIONAL DECORATIVE SURFACES			T0046293			LONDON ROAD			CHESTERTON


			10858			INTERNATIONAL DECORATIVE SURFACES			T0046293			ADMIRALTY PARK


			10872			IVAN WOOD & SONS LTD			2015229			EASTFIELD PRODUCE UNIT			NAVITY FARM


			10449			J W  FILSHILL LTD			2016916			HILLINGTON ROAD


			11875			JANET(UK)			84090D			Lumen House			Library Avenue


			10903			JEWSON GROUP LTD			2008102			99 HARMONY ROW			GOVAN			PECOS


			12529			JOHN BARRY LTD			T0017044			UNIT 26/1 DRYDEN ROAD			BILSTON GLEN INDUSTRIAL ESTATE


			10914			JOHN LESSELS LANDSCAPING LTD			2001571			SPRINGFIELD			POLTON ROAD WEST


			10919			JOHN W HANNAY & CO LTD			42176E			LINWOOD AVENUE			COLLEGE MILTON


			12010			JOHN WILKINSON (MACHINERY & TOOLS) LTD			2011944			27 ARTHUR STREET


			12787			JOHNSONS STALBRIDGE LINEN SERVICES			2034516			CHRISTYS LANE


			12536			JUST PROJECTORS			T0044864			16 Diddenham Court


			12044			K&M (WHOLESALE SUPPLIERS) LTD			T0019038			UNIT 24			LION PARK


			12756			KAISER & KRAFT LTD			2000641			SALTIRE BUSINESS PARK			GLENROTHES


			10943			KEY INDUSTRIAL EQUIPMENT LTD			48632F			BLACKMOOR ROAD			EBBLAKE INDUSTRIAL ESTATE


			10945			KEYLINE BUILDERS MERCHANTS LTD			48631E			SOUTHBANK HOUSE			1 STRATHKELVIN PLACE


			10945			KEYLINE BUILDERS MERCHANTS LTD			48631E			1 Bath Road


			10945			KEYLINE BUILDERS MERCHANTS LTD			48631E			1 Baltic Street


			13233			KINGSTON UNIVERSITY			2054539			COOPER HOUSE			40 - 46 SURBITON ROAD


			10959			KONE PLC			2006434			SUITE G7/G4			DUART HOUSE


			10959			KONE PLC			2006434			GLOBAL HOUSE			STATION PLACE


			10976			LAREINE ENGINEERING LTD			2000861			UNIT 1, ARMADALE IND ESTATE


			10987			LEE BOYD LTD			2016924			6 CANAAN LANE


			11004			LION PICTURE FRAMING SUPPLIES			2052169			148 GARRISON STREET


			11010			LLOYD PATON (LPM) LTD			T0035983			PO BOX 8


			11019			LONES (UK) LTD			2008889			MERRYHILLS HOUSE			MIDDLEMORE LANE WEST


			13716			LOTHIAN & EDINBURGH ENVIRONMENTAL PARTNERSHIP			2033224			LEEP RECYCLING			36 NEWHAVEN ROAD


			11022			LOTHIAN BUSES PLC			2006926			ANNANDALE STREET


			14903			LOVE2REWARD			2056415			VALLEY ROAD


			11030			LUNA IMAGING INC			2020890			2702 MEDIA CENTRE DRIVE


			11038			MACGREGOR & MOIR LTD			2081844			95 Westburn Drive			Cambuslang


			11039			MACHINE MART LTD			54739E			MACHINE MART HOUSE			211 LOWER PARLIAMENT STREET


			11039			MACHINE MART LTD			54739E			163-171 PIERSFIELD TERRACE


			13033			MACLAY MURRAY SPENS			2004981			151 ST VINCENT STREET


			13090			MacRoberts Solicitors			2002090			Excel House			30 Sempel Street


			11044			MACWAREHOUSE			55439E			DSG RETAIL LTD			CREDIT CONTROL


			11044			MACWAREHOUSE			55439E			HORIZON 1			STUDIO WAY


			11055			MAPLIN ELECTRONICS PLC			2000095			126 DALRY ROAD


			11055			MAPLIN ELECTRONICS PLC			2000095			BROOKFIELDS WAY			MANVERS


			11057			MARK MURPHY & PARTNER LTD			2055999			Unit 2			Newbridge Industrial Estate


			11986			MARSH UK LTD			2070167			Cash Control GRO 2E			Grove House


			11061			MARTA MCGLYNN ASSOCIATES			2070167			6 MELVILLE TERRACE


			14758			MASONS MORTAR LTD			2002922			77 SALAMANDER STREET


			12569			MATTHEW CLARK			2005704			577-585 LAWMOOR STREET			DIXON BLAZES INDUSTRIAL ESTATE


			11069			MCEWAN DECOR LTD			53850D			75 PEFFER PLACE


			10452			MCKENDRY COACHES			2012648			100 STRAITON ROAD


			11077			MCQUILKIN & CO			54449A			6/3 RENNIE PLACE			COLLEGE MILTON NORTH


			12554			MCSENCE SERVICES			T0043638			MCSENCE BUSINESS PARK			32 SYCAMORE ROAD


			14121			MEGA ELECTRONICS			57416J			SMITH HOUSE			PO BOX 50


			11095			MILLER'S GRAPHIC CENTRES LTD			2000526			36 NORTH BRIDGE


			11107			MONKLAND CLEANING SERVICES			T0025796			HAMMERHAWK HOUSE			43 SPRINGFIELD VIEW


			12429			MORPLAN LTD			2074792			PO BOX 54			TEMPLE BANK


			11120			NAPIER UNIVERSITY			2000336			FINANCE & COMMERCIALISATION DEPT			CRAIGHOUSE CAMPUS


			11120			NAPIER UNIVERSITY			2000336			219 COLINTON ROAD


			11125			NATIONAL GALLERIES OF SCOTLAND			T0026952			THE DEAN GALLERY			73 BELFORD ROAD


			13252			NATIONAL HEIGHT SPECIALISTS			2000758			45A CAMPVIEW ROAD


			12453			NATIONAL LIBRARY OF SCOTLAND			2000126			GEORGE IV BRIDGE


			11978			NATIONAL MUSEUMS OF SCOTLAND			T0020587			ROYAL MUSEUM OF SCOTLAND			CHAMBERS STREET


			11131			NATIONAL TRUST FOR SCOTLAND			61574D			28 CHARLOTTE SQUARE,


			11855			NEWSPAPER LICENSING AGENCY LTD			2001743			WELLINGTON GATE			CHURCH ROAD


			14361			NIKON UK LTD			62376E			380 RICHMOND ROAD			KINGSTON UPON THAMES


			12165			NOLAN MACLEOD			2045196			39 DONALDSON STREET			KIRKINTILLOCH


			11167			NORTHERN LIGHT STAGE & TECHNICAL SERVICE			62863D			35-41 ASSEMBLY STREET			LEITH


			13438			NOVOTEL			2038928			80 LAURISTON PLACE


			12917			O2 (UK) LIMITED			2064888			SELECTAPOST 11


			13556			O'BRIENS			2046179			52 SOUTH BRIDGE


			10733			OFFICE DEPOT UK LTD			2002368			GUILBERT HOUSE			22 GREENWICH WAY			PECOS


			11200			ORDNANCE SURVEY			63767F			PO BOX 559


			11206			OSRAM LTD			2031470			NEILLS ROAD			BOLD INDUSTRIAL PARK


			14025			OTIS LIMITED			2021874			STUART HOUSE			ESKMILLS


			11218			OXFORD UNIVERSITY PRESS			2008631			GREAT CLARENDON STREET


			14279			PAR SCAFFOLDING LTD			64471C			UNIT 6 NEWHAILES INDUSTRIAL ESTATE			NEWHAILES ROAD


			11226			PARCELFORCE WORLDWIDE INTERNATIONAL A/C			2053385			3RD FLOOR			ROWLAND HILL HOUSE


			11858			PEARSON EDUCATION			2008150			ACCOUNT MANAGEMENT DEPT			EDINBURGH GATE


			12381			PENNIES FROM HEAVEN			2035892			OSIERBED HOUSE			LITTLE BEALINGS


			11240			PENTEL (STATIONERY) LTD			2074998			HUNTS RISE			SOUTH MARSTON PARK


			11243			PETER GREEN & CO			40979F			37 WARRENDER PARK ROAD


			12059			PETTIGREW			2059512			2 STONEYFLATTS PARK


			13539			PHOENIX SOFTWARE LTD			T0010445			BLENHEIM HOUSE			YORK ROAD


			11856			PHS GROUP LTD			T0006516			WESTERN INDUSTRIAL ESTATE


			11254			PITNEY BOWES FINANCE PLC			T0017352			PO BOX 6569


			11255			PITNEY BOWES LTD			65527J			PO BOX 4238			THE PINNACLES


			11255			PITNEY BOWES LTD			65527J			SUPPLY LINE			THE PINNACLES


			11260			PMD MAGNETICS			65741H			MAGNETICS HOUSE			AVENUE FARM


			11264			PORTFOLIO GALLERY			T0012576			43 CANDLEMAKER ROW


			12080			PORTLAND PRESS LTD			2007076			COMMERCE WAY			WHITEHALL IND ESTATE


			11267			POSTAGE BY PHONE-PITNEY BOWES LTD			65527J			PO BOX 42


			14471			PPG ARCHITECTURAL COATINGS UK LTD			48125A			HUDDERSFIELD ROAD			BIRSTALL			PECOS


			14904			PRINT ON DEMAND			2034036			9 CULLEY COURT			BAKEWELL ROAD


			11298			PUGH COMPUTERS LTD			66660A			DENVER HOUSE			LLANON


			11301			QAA			43730H			SOUTHGATE HOUSE, SOUTHGATE STREET


			13445			QSR INTERNATIONAL			2017496			28 HOGHTON STREET


			12687			QUEEN MARGARET UNIVERSITY COLLEGE			2072474			QUEEN MARGARET UNIVERSITY DRIVE


			11313			R D ANDERSON HAULAGE LTD			12849I			64 LONGSTONE ROAD


			11317			R P ADAM LTD			2011941			RIVERSIDE ROAD


			11902			REIACH & HALL ARCHITECTS			68218B			6 DARNAWAY STREET


			13909			REIVER COUNTRY FARM FOOD LTD			2070750			RESTON


			11864			REXEL SENATE LTD			2007064			21 STENHOUSE MILL WYND


			11864			REXEL SENATE LTD			2007064			PO BOX 28			BARRY HOUSE


			13471			RIBA ENTERPRISES			2040732			THE OLD POST OFFICE			ST NICHOLAS STREET


			12505			RICHARD ELLIS			T0028038			14 JORDAN LANE


			11345			ROBERT HORNE PAPER (SCOTLAND) LTD			44857G			HUNTSMAN HOUSE			MANSION CLOSE			PECOS


			11366			ROYAL BOTANIC GARDEN			T0044141			20A INVERLEITH ROW


			11370			ROYAL MAIL			2000010			PAPYRUS ROAD			WERRINGTON


			11374			ROYAL NATIONAL INSTITUTE FOR THE BLIND			2005189			2ND FLOOR			DUNEDIN HOUSE


			11380			RS COMPONENTS LTD			71246A			PO BOX 99,						PECOS


			11384			RUSSELL OF EDINBURGH LTD			71329G			5 BANKHEAD CROSSWAY NORTH			SIGHTHILL


			11862			RYDEN			71487B			46 CASTLE STREET


			14882			SANDY BROWN ASSOCIATES			2065346			55 CHARTERHOUSE STREET


			12689			SCIENTIFIC WIRE COMPANY			2042718			18 RAVEN ROAD


			11408			SCORPIO SAFETY SYSTEMS			2011078			45B WEST BOWLING GREEN STREET			LEITH


			11415			SCOTRAM			2021604			UNIT 4			DUMBRYDEN IND.ESTATE


			11417			SCOTSMAN PUBLICATIONS LTD (JOHNSTON PUBLISHING LTD			72878C			108 HOLYROOD ROAD


			11418			SCOTSYS COMPUTER SYSTEMS			2022315			THE APPLE CENTRE			RIGHEAD INDUSTRIAL PARK


			11890			SCOTT & CO			72980I			9B MELVILLE CRESCENT


			11822			SCOTT COPPOLA ELECTRICAL DISTRIBUTORS			73041B			27 WEST BOWLING GREEN STREET


			14444			SCOTTISH ARTS COUNCIL			2035953			FINANCE			12 MANOR PLACE


			11428			SCOTTISH ENTERPRISE			2011109			c/o Network Finance Centre			150 Broomielaw


			11428			SCOTTISH ENTERPRISE			2011109			Atlantic Quay			150 Broomielaw


			11429			SCOTTISH ENVIRONMENT PROTECTION AGENCY			T0035895			CLEARWATER HOUSE			HERIOT WATT RESEARCH PARK


			11434			SCOTTISH GAS			73660A			GRANTON HOUSE			4 MARINE DRIVE


			11434			SCOTTISH GAS			73660A			Scottish Gas Business			Spinneyside


			13892			SCOTTISH INSTITUTE FOR ENTERPRISE LTD			2048025			ROOM 308 THOMSON BUILDING			UNIVERSITY OF GLASGOW


			11436			SCOTTISH MINING MUSEUM			2078579			LADY VICTORIA COLLIERY


			12211			SCOTTISH PARLIAMENT			2063013			SCOTTISH PARLIAMENTARY CORPORATE BODY			BANKING SECTION


			11440			SCOTTISH POWER PLC			2000700			SCOTTISH POWER GROUP			PAYMENT COLLECTION CENTRE


			11891			SCOTTISH PUBLIC PENSIONS AGENCY COLLECTION ACCOUN			2024112			Operations Finance			Scottish Public Pensions Agency


			13448			SCOTTISH QUALIFICATIONS AUTHORITY			2036816			CADOGAN HOUSE			C/O HANOVER HOUSE


			11443			SCOTTISH SOCIETY FOR HISTORY PHOTOGRAPHY			2013262			CENTRE FOR WHISTLER STUDIES			GLASGOW UNIVERSITY LIBRARY


			11830			SCOTTISH WATER			2063402			PO BOX 420			55 BUCKSTON TERRACE


			11450			SCREWFIX DIRECT LTD			T0020081			MEAD AVENUE			HOUNDSTONE BUSINESS PARK


			14873			SELTEK SOLUTIONS			2079320			AYRTON HOUSE			BUNTSFORD PARK


			11457			SENNHEISER			T0013828			3 CENTURY POINT			HALIFAX ROAD


			11461			SERVICE POINT (UK) LTD			T0043245			161-165 FARRINGDON ROAD


			11461			SERVICE POINT (UK) LTD			T0043245			SERVICE POINT UK			7 BANKHEAD IND ESTATE


			11464			SETON LTD			2056108			PO OBX 77


			13752			SFEU (SCOTTISH FURTHER EDUCATION UNIT)			T0010298			ARGYLL COURT			CASTLE BUSINESS PARK


			11865			SHANKS WASTE SERVICES LTD			T0047390			5A SIMPSON ROAD


			13046			SHEFFIELD HALLAM UNIVERSITY			2012303			CITY CAMPUS			HOWARD STREET


			11992			SIEMENS FINANCIAL SERVICES LTD			2018911			SEFTON PARK			BELLS HILL


			12356			SILVER LINING INDUSTRIES LTD			2048531			RICHMOND HOUSE


			14637			SIMPSON AND BROWN			76225I			ST NINIAN'S MANSE			QUAYSIDE STREET


			12493			SJIB			2007994			THE WALLED GARDEN			BUSH ESTATE


			12781			SODEXO LTD			2076517			VIEWFORTH HOUSE			31 THE LOAN


			11493			SOLAGLAS			2000196			UNITS 3 & 4			22/24 STENHOUSE MILL WYND


			14087			SOUNESS & BOYNE			2001796			SUITE 8			ADAM FERGUSON HOUSE


			13786			SP DATASERVE LTD			2006362			19 HAWICK STREET			YOKER


			11500			SPECIALIST LAMP DISTRIBUTORS			78431J			10 SOVEREIGN ENTERPRISE PARK			KING WILLIAM STREET


			11504			SPRING FINE FOODS			2040310			UNIT 4			CAMERON COURT


			11505			SPSS UK LTD			78878F			1ST FLOOR, ST ANDREWS HOUSE			WEST STREET


			11508			STANDARD LIFE ASSURANCE COMPANY			2012605			STANDARD LIFE HOUSE			30 LOTHIAN ROAD


			11518			STIRLING BUSINESS MACHINES			T0029686			7 CRAIG CRESCENT


			11525			STUDY OVERSEAS INDIA			2045340			S-2 LEVEL, BLOCK E			INTERNATIONAL TRADE TOWER


			11534			SUTHERLAND HUSSEY ARCHITECTS			2022859			99 GILES STREET


			11535			SWEET & MAXWELL LTD			2049001			CHERITON HOUSE			NORTH WAY


			12894			TAYCO Engineering			2051494			Unit 6			Sherwood Industrial Estate


			13732			TELFORD TRAINING AND CONSULTANCY			2007735			FINANCE DEPARTMENT			350 WEST GRANTON ROAD


			12914			THE ARTS & HUMANITIES RESEARCH COUNCIL			2056927			WHITEFRIARS			LEWINS MEAD


			11572			THE BRITISH LIBRARY			18750F			FINANCE DEPARTMENT			BOSTON SPA


			13058			THE ENERGY CONSORTIUM (EDUCATION)			2042422			SOUTH WEST CAMPUS			THE UNIVERSITY OF BIRMINGHAM


			13806			THE HIGHER EDUCATION ACADEMY			2040074			INNOVATION WAY			YORK SCIENCE PARK


			11593			THE JESSOP GROUP LTD			T0031817			PO BOX 6214


			11593			THE JESSOP GROUP LTD			T0031817			27 SHANDWICK PLACE


			11595			THE LIST LTD			T0001817			14 HIGH STREET


			12132			THE ROYAL SCOTTISH ACADEMY			T0026797			THE MOUND


			11614			THE WAREHOUSE SOUND SERVICES LTD			87220B			23 WATER STREET			LEITH


			12484			THOMSON DIRECTORIES LTD			T0014763			THOMSON HOUSE			296 FARNBOROUGH ROAD


			11628			THORNBRIDGE SAWMILLS			17986B or 2077484			UNIT 4			LEITH WALK TRADING ESTATE


			13630			TILGEAR			T0003144			BRIDGE HOUSE			69 STATION ROAD


			12457			TNT INTERNATIONAL			2006970			PO BOX 186, RAMSBOTTOM


			12395			TNT UK LTD			2005507			PO BOX 4, RAMSBOTTOM


			12395			TNT UK LTD			2005507			TNT EXPRESS SERVICES			171 TURNHOUSE ROAD


			11999			TOTEM SIGNS			2057702			31B ALBION ROAD


			13904			TRIBAL TECHNOLOGY LTD			2048748			ST MARY'S COURT			55 ST MARY'S ROAD


			11656			TRYLON LTD			T0010598			HIGHAM FERRERS


			11658			TSL EDUCATION LTD			2006338			TOWER HOUSE			SOVEREIGN PARK


			12461			TUCO			2030133			CATERING MANAGER			MAIN BUILDING


			12483			TV LICENSING			T0002021			TV LICENSING


			11666			UCAS MEDIA			T0046964			PO BOX 130


			11667			UCEA			T0046576			WOBURN HOUSE			20 TAVISTOCK SQUARE


			12239			UK COUNCIL FOR GRADUATE EDUCATION			2009566			LICHFIELD CENTRE			THE FRIARY


			11672			UKCISA			2069106			9-17 ST ALBANS PLACE


			14897			UKEO			2070251			TOM KANE			1401 LG PALACE BUILDING


			13672			UM ASSOCIATION (SPECIAL RISKS) LTD			2019147			MANAGERS UM SERVICES LTD			HASILWOOD HOUSE


			11884			UNISON			SAL021			DOUGLAS HOUSE			60 BELFORD ROAD


			11686			UNIVERSITY OF ABERDEEN			2000964			ST MARY'S, ELPHINSTONE ROAD


			11929			UNIVERSITY OF ABERDEEN			2000964			UNIVERSITY OFFICE			KINGS COLLEGE


			11687			UNIVERSITY OF ABERTAY DUNDEE			2020871			BELL STREET,


			13962			UNIVERSITY OF ARTS LONDON			2078156			65 DAVIES STREET


			11874			UNIVERSITY OF BIRMINGHAM			2005585			FINANCE OFFICE, EDGBASTON


			11690			UNIVERSITY OF BRISTOL			2001254			SENATE HOUSE, CLIFTON


			11691			UNIVERSITY OF CAMBRIDGE			2000540			KETTLE'S YARD, CASTLE STREET


			11691			UNIVERSITY OF CAMBRIDGE			2000540			DEPARTMENT OF LAND ECONOMY			19 SILVER STREET


			11697			UNIVERSITY OF GLASGOW			2000080			UNIVERSITY AVENUE


			11697			UNIVERSITY OF GLASGOW			2000080			1A THE SQUARE			UNIVERSITY AVENUE


			11701			UNIVERSITY OF MANCHESTER			T0012589			MAIN BUILDING			OXFORD ROAD


			13218			UNIVERSITY OF NEWCASTLE UPON TYNE			2002004			1 PARK TERRACE


			13072			UNIVERSITY OF SALFORD			2042697			FINANCE DEPARTMENT			FARADAY HOUSE


			10420			UNIVERSITY OF ST ANDREWS			2000215			79 NORTH STREET


			11706			UNIVERSITY OF STIRLING			2013800			FINANCE DEPARTMENT


			11707			UNIVERSITY OF STRATHCLYDE			2006360			22 RICHMOND STREET


			11707			UNIVERSITY OF STRATHCLYDE			2006360			22 RICHMOND STREET


			12758			VAGA, VISUAL ARTS & GALLERIES ASSOCIATION			T0022604			THE OLD VILLAGE SCHOOL			THE HIGH STREET


			13890			VALVONA & CROLLA			T0011781			19 ELM ROW


			11729			VEITCHI (SCOTLAND) LTD			86320D			7 SWANFIELD			LEITH


			11738			VODAFONE PAGING LTD			T0021858			P.O. BOX  5501


			11744			WALKER TIMBER LIMITED			87030G			CARRIDEN SAWMILLS


			12608			WALKER WOODSTOCK			2001509			48 IONA STREET


			11756			WATERSTONE'S BOOKSELLERS LTD			T0006469			EAST END BRANCH			13- 14 PRINCES STREET


			11759			WELGO OFFICE EQUIPMENT LTD			87739I			51 RATCLIFFE TERRACE,


			13563			WENDT BOART (UK) LTD			T0047387			STATION ROAD			STAPLEHURST


			11765			WHALEYS (BRADFORD) LTD			2031126			HARRIS COURT			GREAT HORTON


			13838			WILLIAM TRACEY LTD			2046242			60 MURRAY STREET


			13838			WILLIAM TRACEY LTD			2046242			49 BURNBRAE ROAD			LINWOOD


			13804			WILLIAM WILSON LTD			2009008			WINFEX CENTRE			CRAIGSHAW CRESECENT


			11778			WOLSELEY UK LTD			88847F			PO BOX 68			BOROUGHBRIDGE ROAD


			11778			WOLSELEY UK LTD			88847F			Munaro Place			Albert Street


			11778			WOLSELEY UK LTD			88847F			Ratcliffe Terrace


			14541			WRIGHT JOHNSTON & MACKENZIE LLP			2044962			40 TORPHICHEN STREET


			11786			XEROX FINANCE LTD			67560I			PO BOX 4018


			11787			XEROX OFFICE SUPPLIES			67560I			PO BOX 4202


			11788			XEROX UK LTD			67560I			PO BOX 4017


			11802			YHA - YORK			2017436			HAVERFORD			WATER END


			11791			YORKSHIRE PURCHASING ORGANISATION			2018582			41 INDUSTRIAL PARK


			12816			HOTCOURSES			2012310			150-152 KING STREET			LONDON


			14150			HR CONSULTANCY			2061294			137A GEORGE STREET			EDINBURGH


			14371			HUDSON GLOBAL RESOURCES LTD			2040870			HARBOURSIDE HOUSE			110 OCEAN SQUARE


			10812			HVS FLOORING LTD			2002933			UNIT 2 CLIFTON VIEW			EAST MAINS INDUSTRIAL ESTATE


			14256			IMG (UK) LTD - MODELS			2004982			5 Flitcroft Street			LONDON


			13455			INDUSTRIAL ACCESS SYSTEMS			2069111			UNIT 15 QUEENSLIE POINT			QUEENSLIE INDUSTRIAL ESTATE


			13368			INFORMATION COMMISSIONER			2030093			NOTIFICATION DEPARTMENT			WYCLIFFE HOUSE, WATER LANE


			14784			IRC LTD			2001385			1 HOWARD COURT			NERSTON INDUSTRIAL ESTATE


			14417			KONICA MINOLTA BUSINESS SOLUTIONS			58899J			MILES GRAY ROAD			BASILDON


			13734			LILY WEST FLORISTS			2042698			143 WEST PORT			EINBURGH


			14391			LW PHOTOGRAPHY			2049916			UNIT 4			130 LEITH WALK


			13713			LYRECO UK LTD			2006814			MOTHERWELL STREET			AIRDRIE


			14096			MAP MAGAZINE LTD			2062905			14 HIGH STREET			EDINBURGH


			10407			MARKERTEK VIDEO SUPPLY			2077389			UNIT 4 FALCON BUSINESS CENTRE			2 - 4 WILLOW LANE INDUSTRIAL ESTATE


			14683			MARTIN PLANT HIRE			2022284			13/1 SOUTH GYLE CRESCENT			EDINBURGH


			14553			MCARTHUR GROUP LTD			2028769			WAVERLY STREET			COATBRIDGE


			13798			MCROBB DISPLAY			54452G			70 MONTGOMERY STREET			EDINBURGH


			14599			MILLS & REEVE LLP			2078130			FRANCIS HOUSE			112 HILLS ROAD


			14712			MUSEUMS GALLERIES SCOTLAND			2063600			1 PAPERMILL WYND			MCDONALD ROAD


			14285			NATURAL HISTORY MUSEUM			T0021506			Natural History Museum			Image Resources, Cromwell Road


			11140			NEW HORIZONS COMPUTER LEARNING CENTER			2063387			22 LOGIE MILL			BEAVERBANK OFFICE PARK, CANONMILLS


			13556			O'BRIENS			2046179			52 MORTON HALL ROAD


			14610			PHILIPS			2002438			PHILIPS CENTRE			GUILDFORD BUSINESS PARK, GUILDFORD


			13411			PJ'S FOODS			2028242			1ST FLOOR, UNIT 2, BLOCK B			KITTLE YARDS, CAUSEWAYSIDE


			12908			POLYSCOT POLYSTYRENE			T0020104			4 CRAIGLUSCAR ROAD			DUNFERMLINE


			14276			POSTGRADUATESTUDENTSHIPS.CO.UK			2055171			17 ST BARNABUS COURT


			13276			PRATT BROS (EDIN) LTD			2069371			11 EAST MAINS			INGLISTON ROAD


			14411			PRINTERLAND			2053296			6 EDWARD COURT			ALTRINCHAM BUSINESS PARK


			14633			PUBLISHING SCOTLAND			2031499			137 DUNDEE TERRACE


			14161			PUDDOCKS BAG CO LTD			2051982			EASTFIELD INDUSTRIAL ESTATE


			13406			PYRAMID IMAGING			66760J			28 JANE STREET


			14900			RAPID ELECTRONICS LTD			2000330			SEVERALLS LANE


			11375			ROYAL SCOTTISH FORESTRY SOCIETY			2036791			POTHOLM			LANGHOLM


			14304			SALTIRE SOCIETY			T0014501			9 FOUNTAIN CLOSE			22 HIGH STREET


			12047			SKILL			T0046575			CHAPTER HOUSE			18-20 CRUCIFIX LANE


			14574			STV CENTRAL LTD			2067956			PACIFIC QUAY


			11529			SUMMERHALL PRESS LTD			81145B			21 TENNANT STREET


			14286			SUMMERS-INMAN			81147D			18 GREAT KING STREET


			11548			TAYLOR & FRANCIS GROUP			82080G			BOOKPOINT LTD			130 MILTON PARK


			13669			THE BIG ISSUE IN SCOTLAND			82509G			THE BIG ISSUE			MIR VILLAGE


			14266			THE GLASSHOUSE			2063310			EDINBURGH'S BOUTIQUE HOTEL			2 GREENSIDE PLACE


			14496			THE GLASSHOUSE AT ESKMILLS			2063310			STATION ROAD


			14615			TNT POST			2077201			NORTH CALDER ROAD			CALDER PARK


			11640			TOLLIT & HARVEY LTD			2003857			OLDMEDOW ROAD			HARDWICK IND ESTATE


			11651			TRAVERSE THEATRE LTD			T0000618			10 CAMBRIDGE STREET


			14358			TXTTOOLS			2069540			UNIT 28			30-38 DOCK STREET


			14533			UNIVERSITIES HUMAN RESOURCES			2071249			UHR TREASURER			UNIVERSITY OF BRADFORD


			14465			WREN & GREYHOUND			2051818			10 MILLBURN ROAD


			11878			ANTALIS LTD			2001015			ROYSTON ROAD			DEANS INDUSTRIAL ESTATE			PECOS


			11878			ANTALIS LTD			2014981			GATEWAY HOUSE			INTERLINK WAY WEST			PECOS


			10143			APPLE SALES INTERNATIONAL			2002964			APPLES SALES INTERNATIONAL			HOLLYHILL INDUSTRIAL ESTATE			PECOS


			10157			ARRI LTD			2074851			2 HIGHBRIDGE			OXFORD ROAD


			14079			ARROW SUPPLIES (SCOTLAND) LTD			2036225			3 MUIRHALL ROAD			LARBERT


			10238			BLACKWELL UK LIMITED			Various			PO BOX 757


			10242			BOC LTD			2027202			PO BOX 12			PRIESTLEY ROAD			PECOS


			13051			BOOK PROTECTORS & CO			T0042385			PROTECTOR HOUSE			76 SOUTH GROVE


			11811			BOOKPOINT LTD			17554E			130 MILTON PARK


			14088			BRAMBLES FOODS LTD			2034241			POYLE ROAD


			14752			BRITISH COUNCIL TAIPEI			2010801			2F-1			106 XIN YI ROAD SECTION 5


			13668			BRITVIC SOFT DRINK LTD			19117D			DRAYTON HOUSE


			13385			BUFDG			2034905			PO BOX 65


			14211			CAIRNS & SCOTT CATERHIRE LIMITED			T0048225			55 Causewayside Street			Tollcross


			13801			CONSTANTINE LTD			2030958			CONSTANTINE HOUSE			NORTH CALDEEN ROAD


			14407			CUBE DATASTORE LTD			2069905			Units 3 & 6 Forth Industrial Estate			Sealcarr Street


			14503			DENHOLM ASSOCIATES			2049901			THE OLD ASSEMBLY HALL			37 CONSTITUTION STREET


			12652			DIRECTORY OF SOCIAL CHANGE			T0001260			FEDERATION HOUSE			HOPE STREET


			14769			DOVECOT STUDIOS			2077488			10 INFIRMARY STREET


			14704			DRUMMOND MILLER			T0005600			31 - 32 MORAY PLACE


			14573			EAST LOTHIAN COUNCIL			2013988			DEPARTMENT OF CORPORATE FINANCE & IT			PO BOX 13252


			13257			EDINBURGH FESTIVAL CENTRE LTD			2018755			THE HUB			CASTLEHIL


			11828			EDMUNDSON ELECTRICAL LTD			2044202			UNIT 7/1			NEWHAILES INDUSTRIAL ESTATE			PECOS


			14614			EURO RSCG RILEY			2044488			BAXTER HOUSE			9 CLAREMONT TERRACE			pecos


			14284			GETTY IMAGES			2012734			101 BAYHAM STREET			CAMDEN


			13642			GT EXHIBITIONS LTD			2023027			GT HOUSE			25/27 BLACKWELL DRIVE


			14309			GTI SPECIALIST PUBLISHERS LTD			T0010446			THE BARNS			PRESTON CROWMARSH


			13339			HAREWOOD PRODUCTS LTD			2043432			UNIT 1			UNION ROAD


			12816			HOTCOURSES			2012310			150-152 KING STREET


			14150			HR CONSULTANCY			2061294			137A GEORGE STREET


			14371			HUDSON GLOBAL RESOURCES LTD			2040870			HARBOURSIDE HOUSE			110 OCEAN SQUARE


			13436			AECOM			2058394			1 TANFIELD


			14816			G ANDERSON & SONS			TBC			UNIT 21                                 MACMERRY IND ESTATE			TRANENT


			14632			SPECTRUM COMPUTER SUPPLIES LTD			TBC			PO BOX 199                              SPECTRUM HOUSE                          EAST PARADE			BRADFORD


			14666			PM RANALDI LTD			TBC			80E WEST GRANTON ROAD			EDINBURGH


						THE POINT HOTEL			TBC


			11601			THE POINT HOTEL			TBC			34 BREAD STREET			EDINBURGH


			13666			CONCEPT GROUP LTD			TBC			CONCEPT HOUSE                           FAIRBAIRNE HOUSE			LIVINGSTON


			13799			LETRASET LTD			TBC			KINGSNORTH INDUSTRIAL ESTATE            WOTTON ROAD			ASHFORD


			11453			SEAWHITE LTD			TBC			STAR ROAD TRADING ESTATE                PARTRIDGE GREEN			WEST SUSSEX


			13594			SCOTTISH TRADE STATIONERS			TBC			UNIT 8, THE TRADE CENTRE			ALLOA


			11047			ISHTAR FOODS			TBC			18 New Broompark			EDINBURGH


						GRG SUPPLIES SCOTLAND LTD			TBC


			10024			GRG SUPPLIES SCOTLAND LTD			TBC			UNIT 3                                  27 SPRINGBOIG AVENUE                    SPRINGBOIG			GLASGOW


			14748			DLS DRYCLEANING & LAUNDRY SERVICES			TBC			34 MAYFIELD INDUSTRIAL ESTATE           DALKEITH			MIDLOTHIAN


			14291			REACT TRANSPORT SERVICES LTD			TBC			11 NETTLEHILL ROAD			LIVINGSTON


			12462			ALEXANDER & CO LTD			TBC			MEADOWFORTH ROAD, SPRINGKERSE			STIRLING


			10856			INTAGLIO PRINTMAKER			TBC			62 SOUTHWARK BRIDGE ROAD,			LONDON


			14707			PRIME INDUSTRIAL & JANITORIAL SUPPLIES LTD			TBC			UNIT 4A CASTLE INDUSTRIAL CENTRE        PITREAVIE BUSINESS PARK			DUNFERMLINE


			14684			PSYCHOLOGICAL ASSOCIATES EDINBURGH LTD			TBC			35/12 OCEAN DRIVE			EDINBURGH


			14215			ALTERNATIVE NETWORKS			TBC			Lancastrian Office Centre               Talbot Road                             Old Trafford			MANCHESTER


			14857			THE HUNT COLLECTIVE LTD			TBC			32 LEVEN STREET			GLASGOW


			12915			CANON CONSUMER IMAGING			TBC			CANON (UK) LIMITED,                     CENTENNIAL PARK (UNIT 130),             CENTENNIAL AVENUE,                      ELSTREE,			BOREHAMWOOD


			10458			DALER ROWNEY LTD			TBC			PO BOX 10,			BRACKNELL


			11220			P&H SNACKSDIRECT LTD			TBC			P&H DIRECT HOUSE                        BROADFIELD COURT                        BROADFIELD BUSINESS PARK			SHEFFIELD


			11144			NEWEY & EYRE LTD			TBC			ROSS ELECTRICAL LTD                     4 ABBEY LANE			EDINBURGH


			14501			ELECTRIC CENTRE			TBC			PO BOX 10466                            ABERDEEN


			10743			H S WALSH & SONS LTD			TBC			HUNTER HOUSE                            BIGGIN HILL AIRPORT                     CHURCHILL WAY                           BIGGIN HILL			KENT
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George Reid

george.reid@ed.ac.uk

0131 650 8035

Commodities

		    Computing (K shared with Evelyn Bain)

		    Audio Visual (A)

		    Telecoms (Q Shared with Gordon        Whittaker)















Computing

		ECA uses  purchase a  wide range of hardware/ software/services





		ECA currently use  Dell. The spend in this area (hardware) will  migrate to the National agreements 





		National agreements exist for PC, Netbook, Notebook, Printer, Apple, and Software with a variety of Framework Agreements ECA will be able to utilise





		This core list will be built on through end user engagement/requirements and through the requirements of the students.









Audio Visual 



		ECA currently use a large number of suppliers for audio visual goods and services.



 

		The UoE LTSTS will be utilised for AV and Video Conferencing installations and high value project based spend using the APUC Framework. (installations)



		AV hardware and consumables will be purchased from the National Higher Education Framework Agreements 



    ( brown goods, projectors, cameras) 



		Those requiring to place orders  can do so via e-fin where applicable. 









Telecoms

		ECA need to provide data for   calls and lines, switches, landlines, maintenance, networks before UoE can engage with this area.

		UoE PM will advise when known









Useful Links

		PC, Netbook, Notebook, Apple,Printer pages

		http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-info/computer-hardware/overview

		http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-info/audio-visual



		UoE Internal Information Services Consultancy service

		http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-info/consultancy-services



		http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-groups?MyID=409&cw_xml=more.cfm
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Stuart McLean

stuart.mclean@ed.ac.uk

0131 650 2509

Commodities

		    Arts materials (code not yet specified)

		    External Printers (code P)

		    Graphic Design (code P)

		    Multi Function Devices (code P and K)

		    Internal Print Service













Arts Materials

		ECA purchases a wide range of specialist supplies in this area





		It is not expected to move all of these requirements into one supplier in the short term.





		A national (Scottish) agreement is now in place with a company to supply a core list of materials mainly, at the start, to the ECA shop





		This core list will be built on through end user engagement/requirements and through the requirements of the students.









Printers (not printers)



		ECA currently use a large number of suppliers for print services.



 

		ECA Repro will continue to be a student based service for on-demand work and on-demand academic related copying and printing





		The UoE Printing Services will be used for staff print orders using eITs or PSO



		A workflow for this can be found here: 





		Those requiring to place orders externally can do so via Printing Services who will utilise current print supplier framework or will train buyers who need to purchase direct and add them to the print buyers list.







[image: image1.emf]Printing Services  Interim Order form



Printing Services - ECA How to order


www.ed.ac.uk/printing


Terminology:


eITs: Electronic Internal Transfers, system used in the University to order and bill between internal units.


PSO: Printing Services On-Line. This is linked to eITs and enables the user to specify more print related detail and upload/files and create PDFs.


Background



It was agreed that the University of Edinburgh’s Printing Service would provide print services to ECA as it does to the University as a whole.



ECA repro services are to be centred on providing Student technical support and on demand print which can be produced in-house and on-site. 
Staff orders should be directed to Printing Services using one of the relevant procedures below



The normal method of ordering is via eITs (Electronic Internal Transfers)  and linked to this is PSO (Printing Services On-Line) this enables staff to order print and upload files though training would be provided for those using PSO once the key authorisers are known.



1.
Direct to Printing Services



IF NOT ON eITs/PSO:



ECA staff can order print direct to Printing Services providing detail of specifications of job and provide a file emailed to printing@ed.ac.uk


We would then bill the relevant person on eITs. It is important that the relevant eIT receiver and authoriser is noted on this email together with full job specifications and delivery date and address.



We can then produce the job and Bill using eITs but the receiver and authoriser being billed must be on the eIT system.



Users can request an estimate prior to proceeding and can request this via printing@ed.ac.uk. Please see price lists and how to request an estimate at:  



http://www.ed.ac.uk/schools-departments/printing/prices


2.
Direct to Printing Services



IF ON eITs/PSO:



ECA staff can order print direct to Printing Services using eITs and selecting relevant sub unit, providing detail of specifications of job on the eIT and provide a file emailed to printing@ed.ac.uk if sending a file please reference the eIT number so we can match up.


We can then produce the job and charge using eITs. 



Users can request an estimate prior to proceeding and can request this via printing@ed.ac.uk. Please see price lists and how to request an estimate at:  



http://www.ed.ac.uk/schools-departments/printing/prices


3.
Ordering print via ECA repro- to Printing Services


ECA staff can order print via ECA Repro, ECA repro can then re-direct the request to Printing Services. 



ECA report staff would complete the following form and attach/refer to any files for the job and send this through to Printing Services at 13 Infirmary Street.


[image: image2.emf]Printing Services  Interim Order form






Double Click to open the form in PDF:


It is important that the relevant eIT receiver and authoriser is noted on this form together with full job specifications and delivery date and address.



Printing Services can then bill relevant user via eITs.



PSO (Printing Services On-Line) Training>



During the coming months Printing Services will organise PSO (Printing Services On-Line) training for those that are registered and have been trained on eITs.



Please email stuart.mclean@ed.ac.uk once you are registered on eITs and required training on PSO. We will collate all requests and arrange a specific PSO training course for ECA staff.



External Print Purchasing



Printing Services should be utilised to obtain quotes and place orders to external printers. The University of Edinburgh use contracted suppliers on the APUC Scottish print framework.


We will produce work in-house based on Time, Quality, Price but will place externally if these cannot be achieved.



The APUC framework suppliers must be used when ordering external print.



If ECA end users require to utilise the Print Framework Direct, without going via ECA repro or Printing Services, they should contact; stuart.mclean@ed.ac.uk


Details of the suppliers and the framework can be found at:



http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-groups?MyID=409&cw_xml=more.cfm
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ON DEMAND INSTRUCTIONS

Date ......covvvviiiiii Customer Account NO ..............cooeeeiiiiiiiiiiiiins
(must be quoted if invoice required)

Customer .............ooooviiiiiiiiiie

AdAress ... Contact Name ..............................

.................................................................................................. Telephone .............cccoeiiiiiiin.

.................................................................................................. Email..............cooo

JOB Title ..o

BN o o BN L1 o7 T o1 e T o PP

Number of originals Number of finished size copies

PLEASE TICK: Single sided Double sided | | Finished size

PLEASE TICK WHICH TYPE OF COPIER: Black/White |:| Full Colour |:|

PAPER/BOARD DETAILS Colour and Weight Any Prepress Required
(070 ) /=T R Hard copy supplied
TEXE 1 o PDF supplied
TeXt 2 .............................................................. Electronic file ..
TEXE B oo . . . format of file?
Other e
FINISHING
|| Cutting || Hand number REQUIRED BY |
D FOIdlng D Tape Blnd DELIVERED D (only available within The University)
|| Collating | | wire ‘0’ Bind
| Booklet || stitching1or2[ | | | COLLECTED | |
| | 2/4 Hole Drill | | Encapsulating CALL WHEN READY | |
Other
PAYMENT ON COLLECTION | | COST NET
TO BE INVOICED | | VAT
EIT BILLED (see over) | | TOTAL
Customer’s Signature ..............ccccooeiiiiiiiiiiiicecre e Date ........cccoeeeeiiiiiii,









FURTHER DETAILS

USE THIS SECTION IF AN INTERNAL CUSTOMER REQUIRES
TO BE BILLED ON AN EIT

Receiver Name

Dept as detailed overleaf? Yes

Enter Authorisers Name

Cost Centre Job billed? Yes

Account Code No (issues)

Job Code






stuartm



Text Box







stuartm



Text Box



Enter Authorisers Name


























Graphic Design

		Internal services can be used:



		Printing Services; http://www.ed.ac.uk/schools-departments/printing

		Graphics Lab; http://www.lts.mvm.ed.ac.uk/graphics

		Communications and Marketing; http://www.ed.ac.uk/schools-departments/communications-marketing

		I.S. Media; http://www.media.is.ed.ac.uk/





		There is also a framework (roster of designers) which is currently out to tender.





		If you require any day to day external purchasing of Design please register as a buyer with John Cavani Head of Marketing; john.cavani@ed.ac.uk, 0131 651 4158 









MFD (Multifunction Devices) and Printers (yes that kind of printer)

		This is currently being analysed by I.S. School consultant/s



		We are in a period of stabilisation (not entering into any new leases)



		A tender refresh is being worked on with a view to implement new suppliers equipment  in June 2012





		The current suppliers are Canon and Oce for MFDs and XMA for printers





		For MFDs please contact I.S. user Services Division.

For more information: http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-info/photocopiers



		For printers, it is best to make contact with immediate I.S. support or you can view XMA catalogues at: http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-info/computer-hardware/printers-scanners









Useful Links

		www.ed.ac.uk/printing



		http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-info/design-services



		http://www.ed.ac.uk/schools-departments/information-services/services/computing/desktop-personal/printing/multifunction-devices





		http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-groups?MyID=409&cw_xml=more.cfm











How to order print
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Evelyn Bain

Evelyn.Bain@ed.ac.uk

0131 650 2506

Commodities

		    Stationery, Paper and Office Equipment 	(Code S)

		     Computer Consumables (Code K)

		     Janitorial Clothing (Code H)

		     Professional & Bought in Services (Code R)

		     Catering (Code C)



		









Stationery, Paper & Office Equipment

ECA is at present utilising the national framework agreement with Office Depot

Only change will be ordering through Pecos which training will be given to all relevant ECA staff who are authorised to place orders

Procurement Office web link

http://www.ed.ac.uk/schools-departments/procurement/buying/approved-suppliers?MyID=277&cw_xml=more.cfm









Computer Consumables

ECA is at present utilising the national framework agreement with Supplies Team

Only change will be ordering through Pecos which training will be given to all relevant ECA staff who are authorised to place orders

Procurement Office web link

	http://www.ed.ac.uk/schools-departments/procurement/buying/approved-suppliers?MyID=276&cw_xml=more.cfm







Janitorial /Corporate Clothing including Industrial Shoes

Framework Agreement



Supplier are Alexandra Workware for the purchase of , Footware and Clothing



Procurement Office web link

http://www.ed.ac.uk/schools-departments/procurement/buying/approved-suppliers?MyID=446&cw_xml=more.cfm







Professional & Bought In Services

Framework agreement with Blue Arrow for the hire of temporary staff

Procurement Office web link

http://www.ed.ac.uk/schools-departments/procurement/buying/approved-suppliers?MyID=398&cw_xml=more.cfm



National Agreement with Euro RSCG Riley for recruitment  advertising

Procurement Office web link

http://www.ed.ac.uk/schools-departments/procurement/buying/approved-suppliers?MyID=410&cw_xml=more.cfm



Business management Consultancy Framework variable suppliers

Procurement Office web link

http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-groups?MyID=444&cw_xml=more.cfm









Catering

		The University of Edinburgh has a in-house catering



		Accommodation Services/Edinburgh First is the University in-house provider

		Procurement Office web link

		http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-groups?MyID=351&cw_xml=more.cfm



		The Edinburgh University Student Association (EUSA) offer catering to all University of Edinburgh Staff

		Procurement Office web link

		http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-groups?MyID=327&cw_xml=more.cfm
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Gordon Whittaker

Gordon.Whittaker@ed.ac.uk

0131 650 2759

Commodities

		 Travel Service  

		 Telecommunications

		 Postal & Couriers 















Travel Services

		Travel Policy under £300 



	From 1st June 2010 a number of key changes are being made to the purchase of travel (including air, rail and accommodation). Members of staff should make their own travel bookings, and claim the costs back via the eExpenses system.



		Travel over £300 



	The University of Edinburgh framework contracts should be used, which offer two Travel Management Service Agents.  Suppliers : Key Travel and HRG Hogg Robinson.  



	New Scottish National Agreement to be rolled out to the University of Edinburgh from 1st October 2011.  Collaborative agreement with 106 organisation provided additional value through economies of scale.

	Supplier Expotel.   



		Taxis



	The University has a contract with Central Taxis which runs until January 2012 that provides an overall 17.5% discount.



http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-info/travel/travel







Telecoms and Courier 



		Mobile Phones



	Information Services have a managed service for calls and data roaming that utilises the Buying Solutions Agreement with Orange, O2, Vodaphone. 



	Further Information link 

http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-info/mobile-phones





		Courier Services 



	Scottish Agreement for Same day Next day.  Supplier Eagle Couriers 

	National Framework Agreement for International, Dry Ice Agreement and Same day Next day.  Range of Suppliers: City Sprint. DHL. Elite Couriers. UPS  



http://www.ed.ac.uk/schools-departments/procurement/buying/commodity-groups?MyID=405&cw_xml=more.cfm
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Welcome to university procurement

		Introduction to Director of Procurement and team





http://www.ed.ac.uk/schools-departments/procurement/about



		What is ‘procurement’?



		Legal framework



		Key messages





Hello I am Karen Bowman, Director of Procurement

I have been here for over 12years and the procurement service has evolved over time. 



We really appreciate you taking time to come and learn about procurement as this is a new service to ECA and one we have not formally presented to many in the previous ACE community either.



We hope that you will be willing to listen to our short presentation and then deal with questions at the end to allow everyone a chance to join in discussion



I am sorry I cannot stay for the whole time but my team are here to help.

This is not all the procurement staff we have to support  you but we can take action points for colleagues or queries to follow up at the end.

Your main contact during the merger transition is Stuart McLean but you are welcome to get in touch with me or any one of us after today's briefing



Our phone numbers and emails are on the URL link here - 

I am going to talk VERY briefly about what procurement IS

What the legal framework you are/will be operating under requires and a few key messages to remember during the rest of the presentation and as your procurement in the university occurs









Procurement capability/competence

		Procurement qualified      MCIPS / FCIPS code of ethics





Here to help you AND keeping within the law

Quality people, Quality service with ECA team



		We are measured annually on skills and performance

		 Assessed as ‘superior’ in universities/colleges sector





		Aim for compliance AND savings and efficient process



		>80% of spending is within University contract terms

		£8-£10m pa efficiency reported, using eTenders, eOrders



		We are used by QMU (procurement) &  Borders Council (skills)





The team at the University are all qualified Members of the Chartered Institute of Purchasing and Supply a global organisation of over 60,000 and we are members qualified to degree level in purchasing professional skills.

I am a Fellow of the institute (< 400 global  and < 20 in Scotland) 

We all  adhere to the CIPS code of business ethics and you can be thus assured that if we are recommending a course of action or a supplier choice this is being done in line with that code for the best interest of the University.



We are here to help you with this and to work within the law

The University strategic plan talks about Quality People (we recently achieved Investors in People standard for our team including printing service)

We also aim for quality services to everyone with Edinburgh College of Art

But we do understand that with so much to learn about each other and so many demands on  you all here re the merger this may take us all some time too



For your information we are measured and assessed externally on our competencies and capabilities and are the best performing in Scottish sector



We are aiming not just for legal compliance but for savings and efficient lean processes, reducing duplication wherever possible and collaborating to do so











Legal framework – Statutory Instruments



		Merges  University of Edinburgh and Edinburgh College of Art

		The University Court of the University of Edinburgh

		Effective 1 August 2011



		States the legal obligations on all of us spending ‘public’ money

		Public Procurement (EU law)  effective 2006

		Amended for new Remedies 2009 for suppliers (risks / fines)





Policy     Scottish Procurement Policy Handbook (updated notices)

		Suppliers Charter ; collaboration within sectors ( e.g. our 	APUC)

		Public Procurement Reforms; Adequate Advertising; measures



Many of you may have heard of the Statutory Instrument which has created the new merged institution of the Edinburgh College of Art and the University of Edinburgh.  It is effective 1 August 2011 and that means that actions taken on or after that date are being done  by the legal entity of the University Court of the University of Edinburgh.



The Court is all our governing body and all the structures underneath eg Colleges, Support Groups, budget holders, research grant PIs all have to act on the University terms and conditions and  delegate authority appropriately.

I will come back to that



Another Statutory Instrument you may not be so familiar with is the one regarding public contracts in Scotland. This states the legal obligations on all of us spending money from public sources including UK, EU or other governments.

This law was passed (in Scotland ) in 2006 and amended in Dec 2009 with new Remedies for suppliers who suspect we are NOT applying this law fairly

More on that in another training session



Not a Statutory Instrument but a Ministerial letter (confirmed by the University Court) gave us the Policy for procurement here it is known as the SPPH and is updated by SPPNs from time to time, We have signed up to this, to a Suppliers Charter, to working in collaboration in our sector (APUC) and with others e.g. energy bought by Scottish Procurement and we are part of the Public Procurement Reform. It is these targets that we are now measured on too.

The Scottish Government is funding a number of tools to make ‘doing business’ with public sector easier and one is the requirement to advertise over £50k and also to be able to quote

Again more for another day









What is procurement?



“The acquisition, whether under formal contract or otherwise, of goods, services and works from third parties”



Section 3.1 of the Scottish Procurement Policy Handbook

http://www.scotland.gov.uk/Resource/Doc/256155/0076031.pdf



In other words – anything that is not a salary cost IS A PROCUREMENT!



Sometimes called “buying stuff” ….but it definitely isn’t shopping!

It is quite a common misconception that as we all go shopping we can all procure.  Although there are some common activities, procurement isn’t shopping – hopefully the important differences will become more clear during the session.



This is the definition from the Scottish Procurement Policy Handbook which was  published on the 23rd December 2008 that the University Court adopted thereafter.  This handbook is the standard by which all public sector bodies in Scotland will adopt



UoE context:

Approximately £150m per annum (30 % of our turnover)

In excess of 13,500 Suppliers (7,500 traders) used in the last 12 months

Approximately 200 new traders added every  month

Devolved to Colleges and Schools and Research Principal Investigators or other budget holders via DAS - with delegated authority comes responsibility – but this is no different to H&S, FOI, etc.









4 important messages

 Competition



Transparency



 Equal treatment



 Justification



Competition:	This should be the starting point for all procurements (unless a contract exists)



Transparency:	Remember freedom of information applies to procurement – this is routinely being used to ensure what we do (in procurement) is justified! 

			MP’s expenses – wasting public funds!

			‘ethics’ at Glasgow 2014

			questions for procurement at Olympics

Aim is to be clear about the opportunities to bid – England this kicks in at £10,000 and for local authorities there must publish every £500 purchase. So we are watched



Every £1000 spend in the University is reported and we can get FOI questions too



Equal treatment	Every supplier is treated in the same way – no favouritism (i.e. buy local policies are illegal!) – objective criteria are essential



Justification:	For your decisions – why company A was chosen over company B

and nowadays awareness of social responsibility like Equality Act, risks like Bribery Act  means have to EVIDENCE















Procurement is the Whole Cycle

Secure 

funds

Use it

Recycle it / 

dispose of it

Identify need

Buy it



This is a very simple, high level view – many more stages included (specification, PQQ, ITT, Negotiation, management of the supplier / contract, etc.)



Another way to look at it is that procurement covers the whole cycle from good idea (the light bulb moment) to disposal



The Procurement Office aims to provide leadership throughout the devolved structure and to help the University achieve its overall objectives through best procurement practice, value for money and quality goods & services, right first time















Why is procurement important?



Because, as this slide shows, if we do not think about what we need, plan the procurement, communicate effectively, we will end up buying the wheel barrow!



It has happened!



Also - there are many risks in not doing procurement well:

		Non compliance - getting sued, etc. REMEDIES directive!

		Not getting what you asked for / a solution that does not work

		Damage to our reputation (buying from sweat shops, buying from a supplier who disposes of waste illegally, etc.)

		Need appropriate checks and balances in place to avoid this – difficult if we add hundreds of suppliers every month! Who adds new suppliers = everyone! Is this OK?











Sustainable Procurement Strategy

Support University Strategic Objectives

Quality services and infrastructure and Quality people



		Compliance with legal obligations - one legal entity





		Commodity procurement – collaboration [added value]



		Sustainable procurement – Whole Life Costs and Social Responsibility and Sustainability (SRS)



		More efficient processes  –  eProcurement [ease of use]



		Skills and staff development – qualification / competence





The University procurement strategy supports our Quality service and infrastructure strategic objectives and is necessary  to support research teaching and knowledge transfer activities.



Underlined text - now a huge emphasis for the University – we must be sustainable in everything we do…including procurement









Procurement thresholds





		Estimated 
total value		Action

		Under £1,000 		Evidence (retained) that Value for Money given (e.g. a price comparison).

		£1,000
up to £5,000 		Written or verbal quotes from at least 3 different suppliers. 

		£5,000 up to
£50,000		Obtain at least 3 written quotes from suitable suppliers, using the full tender process if appropriate eg for risk/value

		Above £50,000		Get a plan approved and complete a
full tender process, with advice – use a
qualified (MCIPS) staff over £150,000.























Just to back up the previous slide – a handy table for what the thresholds are



Remember:



		Use a contract / framework if you can – simplest route and the majority of the work has already been done for you

		We are here to help and support you











Delegated Authorisation Schedule (DAS)

		The University Court of the University of Edinburgh delegates its authority only to certain roles as listed

		Public domain



http://www.docs.sasg.ed.ac.uk/GaSP/Governance/Governance/DelegatedAuthorisationSchedule.pdf 



		Authorisation is devolved to Colleges / Schools / Research Principal Investigators  or  budget holders – a formal record



                   Are you / will you be on DAS?

                   Are you/will you have to act for someone on DAS?



		Authorised signatories records - finance systems (AuthSig)

		Levels of authority e.g. can you authorise over £5000 or not?





DAS is the definitive list of who can authorise contracts (as well as other things: offers of employment, student admission, that sort of thing)



Will you be authorised to procure? If yes – you need to be aware of your responsibilities - we are here to help and support you!



Training is available – not only on systems but on HOW to procure well









Summing up  - follow 3 simple steps





Buy from a contracted supplier – see http://www.ed.ac.uk/schools-departments/procurement/buying 



Obtain quotes (below £50,000)



Do a plan / tender (above £50,000)





So far – I’ve given you a lot of information – and in the context of the day – you will have information overload!



So 3 simple steps to remember



1 is easiest – 3 is most difficult and time consuming!



The third option is likely to involve assistance from procurement









Where we are now and where next?

	An overview of work in progress: ECA procurement



	Some of the key acquisition strategies (called commodity plan)

      and your contacts for advice on specific goods and services



      A flavour of our tools, techniques  + systems and training



      Opportunity for 



		Questions and Answers 

		Action Points





The rest of the presentations will give you firstly key information and then a chance for detail discussion















Why do projects fail?

What the user wanted -

What the budget allowed for -

What the timescale allowed for -

What the technician designed -

What the user finally got -








_1372854423.ppt


Procurement related training

		Training and advice available for all procurement related activities, i.e.:

		Awareness (introduction to procurement)

		Processes and templates

		Quotation and ordering systems

		Dealing with suppliers – contract management

		Book your place via MyEd (https://www.myed.ed.ac.uk/).

		Or contact the Procurement Training and Development Manager to arrange an event for you / your team

		Further information available on our website: (http://www.ed.ac.uk/schools-departments/procurement/training)









Procurement related training





Pecos, SciQuest, Finance system

Induction, awareness

Procurement journey (route 1) + UoE customisations

Intend, quick quotes

Procurement journey

Procurement journey (route 2 and 3) + UoE customisations

Predominantly used by procurement office



Dealing with 

Suppliers



Ordering systems



Quotation / 

tendering 

systems 



Processes / 

templates 

(high/med value, 

high/med risk



Processes /

templates

(low value,

low risk)



Awareness 

(Introduction 

to procurement)

Training 

available



Induction / awareness: high level overview for new employees and managers (20-30 minutes) or detailed overview for those involved in procurement (2.5 – 3 hours)



Processes / templates (low value / low risk): 2 hours for people “buying stuff” via quotes / tenders up to £50k



Processes / templates (low to med value and low to med risk): Various courses on subjects like “how to create a procurement strategy” (mandatory for all above £50k procurements at UoE, how to create and complete the evaluation matrix, how to create a specification, remedies directive, etc. A number of courses are STILL TO BE DEVELOPED



Quotation / tendering tools: ½ day for Intend, 1 hour session for QQ (already included in PJ route 1 but also can be run separately)



Ordering tools: ½ day courses for people added onto the UoE systems



Dealing with suppliers: STILL TO BE DEVELOPED – this will be contract and supplier management









Procurement related training





Awareness sessions for all staff

Hands on “how to do” sessions for staff involved in procurement – i.e. obtaining quotes

(up to £50k)

Hands on “how to do” sessions – i.e. how to create a strategy (mandatory for above £50k)

Using UoE systems to obtain quotes and tenders

Using UoE systems to place orders

Using standard tools / processes for managing suppliers



Dealing with 

Suppliers



Ordering systems



Quotation / 

tendering 

systems



Processes / 

templates 

(high/med value, 

high/med risk



Processes /

templates

(low value,

low risk)



Awareness 

(Introduction 

to procurement)

Training 

available



Induction / awareness: high level overview for new employees and managers (20-30 minutes) or detailed overview for those involved in procurement (2.5 – 3 hours)



Processes / templates (low value / low risk): 2 hours for people “buying stuff” via quotes / tenders up to £50k



Processes / templates (low to med value and low to med risk): Various courses on subjects like “how to create a procurement strategy” (mandatory for all above £50k procurements at UoE, how to create and complete the evaluation matrix, how to create a specification, remedies directive, etc. A number of courses are STILL TO BE DEVELOPED



Quotation / tendering tools: ½ day for Intend, 1 hour session for QQ (already included in PJ route 1 but also can be run separately)



Ordering tools: ½ day courses for people added onto the UoE systems



Dealing with suppliers: STILL TO BE DEVELOPED – this will be contract and supplier management










