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Date	:	February 17, 2021
To	:	Procurement Team Head of {Partner Company - Plant}
From	: 	{President / Executive Vice President / Plant Manager} (Name, Title, Signature)
Copies	:	{ }
Subject	:	Request for acknowledgement of role and responsibility in energy efficiency and sustainability goals of	 {Partner Company}

This memorandum is intended for specification / clarification / amendment of  your role in currently established manufacturing energy efficiency and sustainability goals of {Partner Company}
 
The Implementation of energy projects is a team effort—no one person at a plant should take on implementation by himself or herself. The senior management is committed to provide support at all stages of implementation.  As such, following is a typical description of role and responsibilities for you, as a leader of procurement team, in the energy projects implementation process.  Please read through the following and acknowledge the receipt by returning a signed copy to issuing office. (level of involvement: approximately one hour per week)

I WILL:
· Actively participate in implementation of project and raise concerns about procurement
· Communicate vendor requirements, lead times, etc. with project manager to match schedule
· Participate in project meetings in identification phase to streamline implementation efforts

By signing below, I acknowledge the receipt of this memorandum and agree to fulfill {Partner Name’s} energy efficiency and sustainability goals guidelines to the best of my abilities.
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John Doe

Procurement Manager /  Buyer
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Joe Doe

Plant Manager
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