NEW SUPPLIER FORM
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Please complete each section in full

PART A – to be completed by Supplier

	Supplier Name:

	

	Payee Name if different from above:
	

	Address:





	

	Postcode:

	



	Contact Name:
	

	Telephone Number:

	

	Email Address:

	

	VAT Registration Number/UTR Number
	

	Website
	

	Payment Terms:

	



	Bank Name:

	

	Bank Account Number:

	

	Sort Code:

	

	Please provide a Company Letterhead with Bank Details or Bank statement





PART B – to be completed by Head of Department/Budget Manager

	Reason for new supplier:

	

	Is the Supplier Self Employed Yes/No
	

	Has HR Completed the employment status assessment (e.g. DBS check/IR35 assessment) Yes/No
	

	Approved by:

	

	Date:

	



PART C – to be completed by Finance Department

	FOR INTERNAL USE ONLY
	

	Checks:                   
Company Registration
VAT Registration
Bank
	

	Verification:                        
	

	Contact Name
	

	Contact Number/Email
	

	Processed by:
	

	Date:
	

	Authorised by:
	

	Date:
	

	
	




Suppliers please note:
When sending invoices, we need: 
· A unique invoice number referenced on each invoice.
·  Company registration number if you have one, or UTR number otherwise.
· If you are VAT registered company – your VAT number should be shown on the invoice.
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