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	[bookmark: _Toc40278327] Introduction

	1.1
	A new supplier form policy is a formal document that outlines the requirements and procedures for onboarding new suppliers. It establishes the standards, expectations, and processes for selecting, managing, and evaluating suppliers to ensure they meet the organization’s requirements.




	[bookmark: _Toc40278328]Purpose

	2.1
	The purpose of this policy is to establish the requirement for Supplier registration.




	[bookmark: _Toc40278329]Scope

	3.1
	This policy applies to those members of staff that are directly employed by Coventry & Rugby GP Alliance and involved in the procurement process. For those staff covered by a letter of authority / honorary contract or work experience this policy is also applicable whilst undertaking duties on behalf of Coventry & Rugby GP Alliance or working on Coventry & Rugby GP Alliance premises and forms part of their arrangements with Coventry & Rugby GP Alliance. 




	[bookmark: _Toc40278330]Definitions

	4.1
	Supplier: An individual or organization that provides goods or services to another entity, typically in exchange for payment.




	[bookmark: _Toc40278331]Roles and Responsibilities

	[bookmark: _Toc40278332]5.1      CRGPA Board 

	
	CRGPA Board has overall accountability for the quality and standards of care delivered by CRGPA including compliance with this policy. 


	[bookmark: _Toc40278333]5.2      Chief Executive

	
	CEO has accountability for the quality and standards of care delivered by CRGPA including compliance with this policy. 


	[bookmark: _Toc40278334]5.3      Managers/Heads of Service

	
	Managers/Heads of Service are responsible for 
Budget Alignment:
· Ensure that proposed expenditures for new suppliers align with the organization's budget and financial plans.
· Evaluate whether the costs associated with the supplier are justifiable within the budget constraints.
Cost-Benefit Analysis:
· Conduct a cost-benefit analysis to determine the potential return on investment from engaging with the new supplier.
· Assess whether the supplier's pricing is competitive and offers value relative to alternatives.

	[bookmark: _Toc40278335]5.4       All CRGPA staff (including Bank/Contracted/Temporary Staff)

	
	Form Completion:
· The Supplier must complete a new supplier form.
· Ensure that all sections of the form are completed thoroughly and clearly.
Information Verification:
· Validate the information provided by the supplier, such as business registration, financial details, and compliance documents.
· Check for any discrepancies or missing information before submission.
Performance History:
· Review any past performance data or case studies, especially if the supplier has worked with other similar organizations.
· Seek feedback from other clients about the supplier's reliability and performance.
Communication with Suppliers:
· Address any questions or concerns suppliers may have about the form or the submission process.
Submission Process:
· Submit the completed new supplier form to the Finance department.
Due Diligence Checks:
· Finance team must check the Supplier’s Tax Identification Number (TIN) and ensure it is valid, contact details and bank details.
Follow-Up:
· Follow up on the status of the new supplier form to ensure timely processing and approval.
· Keep suppliers informed about the progress of their application.
Training and Support:
· Assist in training other staff on the new supplier form process and related procedures.
· Support new team members in understanding their roles in supplier onboarding.



	[bookmark: _Toc40278336]Process

	
	Before completing a request for a new supplier record, you will need to check Approval Max or speak to the Finance Department to confirm that the supplier does not already exist.

Once you have established that there is no supplier record, the Budget Manager must complete the New Supplier Form and send it to the supplier for completion.

The supplier completes and returns the new supplier form, providing all necessary information: legal and business names (if applicable), address, email, telephone number, VAT Registration Number or UTR, and bank details supported by a company letterhead or bank statement.

The Budget Manager must approve/sign the completed form and send it to Finance.

The Finance Team will conduct due-diligence checks, including verification of Tax Identification Number (TIN), contact details, and bank details, before setting up an account in Approval Max and informing the relevant departments.

The Finance Team must flag any invoices submitted by self-employed contractors or suppliers who have not been approved as a new supplier, to ensure compliance with this process.

Please note that you will not be able to raise a PO until the checks have been completed by the Finance team.




	[bookmark: _Toc40278337]Consultation

	7.1
	CRGPA Staff will have the opportunity to comment on any drafts and/or amendments to this policy via CRPGA Staff Zone following presentation at Policy Review Group.



	[bookmark: _Toc40278338]Implementation

	8.1
	This Policy will be available to all persons working for CRGPA.  An electronic copy will be available on Practice Index.  


	8.2
	This policy will be implemented through application of the policy in practice.




	[bookmark: _Toc40278339]Training and Support 

	9.1
	All employees will be offered relevant training with their duties and responsibilities. Employees requiring support with New Suppliers Form should speak to Finance Department.
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	10.1
	This policy will be reviewed every three years by the Policy lead and in accordance with the following on an as and when required basis:

· Legislatives changes
· Good practice guidelines
· Case Law
· Significant incidents reported
· New vulnerabilities identified
· Changes to organisational infrastructure
· Changes in practice



	[bookmark: _Toc40278341]Monitoring and Compliance

	11.1
	Monitoring and review of legislative changes and national/local developments which may impact on the content of this policy will be the responsibility of the Policy author and/or Policy Owner.

Where any changes are required the Policy Author and/or Owner will be required to amend the policy and arrange for its presentation at the next available Policy Review Group for review and ratification. 

Compliance with this policy will be reviewed annually, on the anniversary of the policy ratification date.
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	Version
	Date
	Author
(name and Designation)
	Comments

	V1.0
	20/10/2025
	Athina Jani, Management Accountant
	Created

	V1.1
	23/06/2026
	Athina Jani, Management Accountant
	Updated






	[bookmark: _Toc40278343]Equality Impact Assessment

	13.1
	As part of its development, this procedural document and its impact on staff, patients and the public has been reviewed in line with Coventry & Rugby GP Alliance’s Equality Duties.  The purpose of the assessment is to identify and if possible remove any disproportionate adverse impact on employees, patients and the public on the grounds of the protected characteristics under the Equality Act.
 



	[bookmark: _Toc424980679]	
	Yes/No
	Comments

	1.
	Does the document affect one group more or less favourably than another based on:-

	
	Race
	No
	

	
	Religion/Religious Belief
	No
	

	
	Gender 
	No
	

	
	Gender Reassignment
	No
	

	
	Sexual Orientation
	No
	

	
	Age
	No
	

	
	Any Form of Disability, impairment or mental health problems
	No
	

	
	Marriage and civil partnership
	No 
	

	
	Pregnancy/Maternity
	
	

	2.
	Is there any evidence that any groups are affected differently?
	No
	

	3.
	If any potential discrimination has been identified, are there any valid, legal or justifiable reasons?
	NA
	

	4.
	Could the document have a negative impact?
	No
	

	
	If so, can the impact be avoided/reduced?
	NA
	

	
	If not, what alternative is there to achieving the document without the negative impact?
	NA
	

	5.
	Name and Designation of 3 staff members who have contributed to or considered this assessment 
	
	Athina Jani, Management Accountant
Jigisha Rathod Senior Finance Officer
Jaqueline James Chief Finance Officer

	6.
	Date of Assessment
	
	23/06/2026




	13.2
	 Any potential discriminatory impact which has been identified must be referred back to the author of the document for consideration of additional actions to reduce or remove the potential discriminatory impact.
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Appendix 1 – New Supplier Form

NEW SUPPLIER FORM
[image: ]
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 separate 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 IR3f 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.



image2.png
COVENTRY

& RUGBY
GPALLANCE




image1.png
[ )
r'y

COVENTRY
& RUGBY

GPALLIANCE




