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Supplier Application Form  


Section A – Supplier Information Required
Please make sure the following information is obtained on the proposed supplier’s  stationery and send, with Section B, to Finance Department, Accounts Payable, MAB, Brayford Pool, Lincoln. 
Do not attach an invoice.  A purchase order must be created with a new supplier before an invoice is received.

Supplier’s details:
These must be confirmed by the supplier on their stationery.  This can be a letterhead, quotation or fax or copy of a registration document.  Something that gives the suppliers correct name, address & bank details for payment.
	Supplier’s Name and Address for Purchase Orders to be sent to.

	

	Bank A/C name, number & sort code.

	

	VAT number & Company registration number, where appropriate.


	
	

	Contact details: sales telephone number, email address & any web site.

	

	Description of nature /type of business this supplier is offering.
	


	Optional information

Where the supplier’s head office or credit control office or payment or a factor address is different from the above address please state the appropriate addresses.

	This must be confirmed by the supplier on their company stationery.


	Construction suppliers only

Where the supplier is under the construction scheme the following information is required:

A) Registration or certificate type: CIS 4,5, OR 6

B) Card Cert number
C) Effective dates from and to
D) Company NI number 


	This must be confirmed by the supplier on their letter head or invoice or by email.


Section B – To be completed by the Faculty or Department requesting the new supplier.

1. Where payment is to be made to a “named individual” rather than a company and is for a fee, an order is not required.  See Payroll for payments to be made.  There is no need to complete this form. 

2. Existing suppliers on Agresso should be approached before applying for a new supplier. 

3. The supplier must be set up on Agresso prior to the purchase order being placed and approved.
4. Section A must be completed on the supplier’s stationery. 
5. This form must be approved by the Faculty Dean or Service Director.

6. All the following sections must be completed with adequate information. 

7. Where any information is missing the form will be returned to the Faculty / Department.

8. When the supplier is added to the system, the Faculty / Department will be advised and requested to enter the details onto Agresso as an order, GRN and invoice register as required.

9. When this form is approved by the Dean or Director send it along with confirmation of the supplier’s details to:
· Accounts Payable, Finance Department, M.A.B., Brayford Pool for setting up supplier on Agresso.
Faculty / Department details:

	Faculty / Department

	

	End User’s name 

	

	Name of Buyer completing the form

	

	Signature of Buyer completing the form

	


What is to be purchased?
	Description of what is to be supplied.

	

	Reason why the supplier is required
Which Agresso suppliers were approached?
	

	Which other suppliers were approached?

	

	Why the supplier was chosen to receive the order?


	

	Where the value exceeds £1k, quotes should be attached from all the suppliers involved.
	

	Value of proposed order?
	

	Justification of single sourcing: What research has been undertaken to conclude no other supplier exists?


	

	Confirmation if supplier is one off : subscription: registration fees,  hotel accommodation, etc
	

	Payment terms: 

Confirm supplier has accepted UoL payment terms.

If not, what terms have been agreed?

	


Approval of this supplier form is confirming there is no known relationship other than professional with this supplier. Where there is a relationship by marriage,partnership, friendship or previous employee with this supplier it must be declared in full to the University of Lincoln Procurement Department.
Approval of new supplier:
	Dean / Director name & date of approval (print)

	

	Dean / Director signature of approval
	


	Agresso supplier id: to be issued by AP
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