[image: ]           Supplier Set-Up/Reactivation Form
PART 1: This Form is For Internal Use Only]


                  Requester Details 
	[bookmark: _GoBack]Name: 
	

	E-Mail Address:
	

	Faculty of Requester:
	

	School of Requester:
	

	Date of Request:
	



I wish to (please tick appropriate box):  

· Set-up a New Supplier 				



· Reactivate a Supplier			

· Amend an existing supplier                 REASON:     	



	


For a reactivation or amendment provide Oracle Supplier Number:  
Brief Description of Purchase
What do you intend to purchase from the Supplier? – tick the appropriate box


                          Goods                                 	Services   
Note: “Services” includes consultants, lecturers, temps, trainers, designers, computer experts, architects, design engineers, quantity surveyors and similar roles. If the purchase is a service can you please categorise it also in the box below for the HESA return as either:  Academic teaching/research, Computing/IT, Admin/Clerical, Nursing/Medicine, Technical, Other
	Describe briefly below the nature of the goods and services to be provided by the supplier including any justification for not using a contracted/existing supplier. [MANDATORY]: 


NB: 
· If the proposed supplier is an individual or single person company you must seek advice from your local HR partner on the most appropriate means of payment so as to ensure compliance with HMRC rules:  http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=11011
· If you propose to purchase controlled, hazardous or radioactive materials you should contact Health and Safety Services for advice before proceeding:  http://www.healthandsafety.manchester.ac.uk//
· You should read the necessary guidance before completing this form; these can be found at: http://www.finance.manchester.ac.uk/buyingexpenses/buyinggoodsandservices/newsupplierrequests/
In submitting this request you are confirming the following:

· That the supplier will be used in future and payment has to be made through Accounts Payable 
· That the goods/services/works cannot be obtained from an existing supplier

· If an existing supplier can supply the goods/services/works please provide a brief description of why the existing supplier isn’t being used








Does the proposed supplier have any of the following characteristics:
· Less than 5 employees
· Not VAT registered
· Has “consulting” or “consultancy” in its name
· The person undertaking the work owns all or part (more than 5 per cent) of the shares in the company
· The supplier is an individual or self-employed person
· The name of the person undertaking the work is also part of the company’s name
If the proposed supplier has any of the features listed above, then their employment status must be assessed using the HMRC online tool at:  https://www.gov.uk/guidance/check-employment-status-for-tax
The assessment using the HMRC online tool must be 
· saved,
· printed off, 
· verified by your HR Partner 
· attached to this form

· If the result is “akin to a worker”, then you must supply the following information from the supplier (so they can be set up for payment via the Payroll system). This can either be via email or on a separate letter from the supplier:
· National Insurance number
· Full name and address 
· Date of birth

· A P45 or P60 form, please confirm which is enclosed a P45 or P60 

What you need to do now:
· Complete the first section of Part 2 so the supplier knows who to return the form to
· Send Part 2 to the supplier for them to complete and supply all necessary information. Once this is done they must return the form to you  
· Once you have the supplier information pass both Part 1 and Part 2 of this Form and all required documents to the following email address: customer-suppliersetup@manchester.ac.uk

What happens next?
The request will be reviewed to ensure that it is valid and that the documentation is correct and contains all the required details necessary to allow the University to set-up/amend the supplier on the University’s Finance System. You will be notified of the outcome of this process. 



[image: ]              
Supplier Creation/Update Form
[PART 2: This Form is to be fully completed by the Supplier]


In order that your organisation can be added to the University’s Supplier Database can you please complete this form fully and return to the University contact whose details are shown below:
	To be completed by the UoM Requester 

	Name
	

	Address
	



	Telephone No.
	

	E-Mail Address
	


The University requests that you provide the following details to enable us to create a full record and to comply with necessary legislation. If the University has previously done business with your organisation we need to check that the details we hold are still valid.
Your Organisation’s Details
	Full Trading Name
	

	Company Registration No ( UK Only )
	

	VAT Registration No ( UK – EU Only )
	

	
	Payment Address

	Address Line 1
	

	Address Line 2
	

	Address Line 3
	

	Town/City
	

	Postcode
	

	Country
	

	Telephone
	

	Email for payments
	

	
	Supplier Contact

	Name
	

	Contact email address( if different from above)
	


All payments will be made by bank transfer and all payment remittances will be sent via email .Please supply full details to facilitate this and avoid delays in payment.

 You must provide confirmation of the following bank details on letter headed paper:
· Account /Payee Name	
· Bank Name, Sort Code and Account Number
· Non UK Suppliers - IBAN Number and Swift Code. Routing Number ( US only)

Confirm bank details enclosed 	

If you intend to invoice the University in a currency other than GBP please specify 

If you are a UK based individual/sole trader, in order to ensure that we comply with relevant HMRC guidelines you must provide us with valid Unique Tax Reference Number (UTR) before we can process payments without deducting applicable taxes. 

Confirm UTR details supplied 	


Please Note:  All invoices relating to work undertaken on behalf of the University must be sent to the following address:
The University of Manchester
Accounts Payable Room G.025
John Owens Building
Oxford Road
Manchester
M13 9PL

· The University operates a ‘no purchase order, no pay’ policy. Invoices will only be paid where they quote a valid University purchase order number.
· The University is committed to deal fairly and equitably with its suppliers and similarly expects to deal with suppliers that also operate in a responsible manner. To assist us in this we expect firms to accept:
· Our standard terms of business: http://documents.manchester.ac.uk/display.aspx?DocID=15179
· Our supplier code of conduct: http://documents.manchester.ac.uk/display.aspx?DocID=4113
· All data will be used only in accordance with the University’s Data Protection Policy:                           http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=14914)

· To help the University to monitor and manage its supplier base including working to develop our corporate social responsibility aims please identify if your organisation falls into one of the following categories:
	Organisation
	Definition (EU Definition 2003/361/EC adopted 01/01/05)
	Tick

	Enterprise
	>1000 staff
	

	Large Size Enterprise
	<1000 staff
	

	Medium Size Enterprise
	<250 Staff; <£41M Turnover; <£35.2M Balance Sheet
	

	Small Size Enterprise
	<50 Staff; <£8.2M Turnover; <£8.2M Balance Sheet
	

	Micro Size Enterprise
	<10 Staff; <£1.7M Turnover; <£1.7M Balance Sheet
	


I confirm that I have understood the above and have completed the form fully and enclose any attachments.
	
Signature
	



	Name
	

	Position/Job Title
	

	Organisation
	

	Date
	


Thank you for completing this form which will allow us to process orders and payments to you.  What happens next?
•Return the form and any attachments to the person identified at the start of the first page
•They will complete the University’s internal documentation and forward this to the Finance Directorate where the request will be reviewed and, if all is in order, create a record for your organisation on the University’s Finance System
•Once this record is activated the University will be able to commence using your organisation by issuing you with a valid purchase order and process for payment any invoices received against a purchase order
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