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SUPPLIER CREATION FORM
Please complete all supplier details and email to purchg@liverpool.ac.uk
Enter the supplier name and address, on the New Supplier Form and send to the supplier for completion.

New suppliers will not be added onto the Agresso system until the supplier BACS payment details are received. NB: The University is unable to issue payment by cheque.
	Name (University staff member)
	

	University Department
	

	E-mail Address
	

	Telephone Number
	

	
	

	Supplier Name
	

	Company Registration No.
	

	Supplier VAT Number
	

	Supplier Address (for Payment)


	

	Order Value £
	

	Accepts payment by Visa (delete as applicable)
	Yes/No (If ‘Yes’ and order value is below £1000 please pay by visa)

	Supplier Telephone Number
	

	Supplier Fax Number
	

	Supplier Web Address (if known)
	

	E-mail Address
	

	Contact Name
	

	
	

	Suppliers Business or Trade
	

	Products/Services to be provided

	

	Reasons for requesting addition of

new supplier
	

	Is any Director or Secretary of the company an employee of the University of Liverpool or related to an employee of the University of Liverpool? (delete as applicable)
	Yes/No.  (If ‘Yes’ please provide details)

	Is this a one off purchase (Temporary) or

will the supplier be used again (Frequent)

	Frequent / Temporary (delete as applicable)


	Sole trader? (delete as applicable)
	Yes/No 

	If ‘Yes’ is He/She an employee of the University of Liverpool or related to an employee of the University of Liverpool.

(delete as applicable)
	Yes/No. (If ‘Yes’ please provide details)

	It is the responsibility of managers, with the guidance of the Payroll Manager/Tax Manager, to establish the employment status, and appoint using the correct form of contract, prior to engaging an individual to undertake work for the University.

Please refer to the “Determination of Employment Status” questionnaire on our website:

http://www.liv.ac.uk/procurement/documents_policies


	Have you had approval to proceed?


	Yes/No


	Procurement Department use only
	

	Companies House check completed  http://www.companieshouse.gov.uk/  
	Yes/No

	Sole trader (delete as applicable)
	Core/Non Core services

	Supplier Commodity Code
	

	Agreed Payment Terms (30 days unless otherwise specified)
	

	Supplier Group
	

	Under Query comment:
	Date

	Supplier Creation Approved/Not Approved
	

	Comments
	

	Procurement Manager
	Date Authorised:














E-mail completed form to purchg@liverpool.ac.uk
A member of the Russell Group

