[image: image1.jpg]



[image: image2.png]



	[image: image1.jpg]
	NEW SUPPLIER FORM
	                          13/01/2010

	



As a new supplier to Wirral Borough Council, please complete and return this form by email to:  cpt@wirral.gov.uk or by fax to:  0151 666 3232.  Alternatively, it may be sent to: Wirral Borough Council, Corporate Payments Team, Municipal Building, Cleveland Street, Birkenhead, Wirral, Merseyside, CH41 6BU.  

Wirral Borough Council aims to ensure that invoices are processed effectively.  To facilitate this, please ensure that valid and correct invoices, identifying the appropriate Purchase Order Number, company registration, company VAT number, delivery address and delivery date, are submitted to the address above. Invalid or incorrect invoices will be returned for correction and resubmission.

It is imperative that suppliers must not act upon any request for supplies, services or works, from Wirral Borough Council without a properly authorised Purchase Order.  Any supplier who acts on requests that have not been properly authorised will not be paid for those goods, works and/or service.

Wirral Borough Council operates a daily payment cycle and invoices will be released for payment 28 days from the date of invoice, unless otherwise agreed with the Corporate Procurement Manager.  The Authority will ensure that your invoice is paid on the due date, and that any queries are dealt with in a timely and efficient manner.  Ultimately, the Authority is committed to ensuring that all our dealings with suppliers, from selection and consultation, to recognition and payment, are conducted in accordance with the principles of fair and ethical trading.

Part 1: Financial Information required for ordering/accounting purposes


Company Name/Payee

Company Registration Number


VAT Registration Number


Ordering Address, including postcode

Remittance Address, including postcode


Telephone number     



        
Telephone Number    


Fax number





Fax number


Ordering email address 

(should not consist of individual sales contact)
Remittance email address


Please tick if you are UNABLE to receive 

Nature of Business

email orders

Part 2: Bank Details

Name of Bank/Building Society      


Bank Sort Code


	
	
	
	
	
	
	
	


Address of Bank, including postcode
        
Bank Account Number

	
	
	
	
	
	
	
	










Building Society Number


	
	
	
	
	
	
	
	
	
	
	
	


I hereby authorise Wirral Borough Council to direct my payments to my bank account.  


Signature/Company stamp: 

Part 3: Company Details


SIC/Trade Classification 

If your company undertakes any construction work then please tick box 

Please enter the relevant CIS details in boxes



Name/Authorised user




Acting for       



       

 


UTR Number


 
       

NI number

Company Reg.




       
 

      Please delete as appropriate:-

Do you consider your organisation to be a Small Medium Enterprise (SME)? 

          Yes/No

Part 3a: Purchasing Cards:-

Do you accept Purchasing Cards as a method of payment?



          Yes/No

If no, would you consider accepting Purchasing Card payments from the Council?
          Yes/No

Would you like to know more about Purchasing Cards?



 
          Yes/No

(Note:  Purchasing Cards are not credit or debit cards)






Part 3b: Electronic Invoicing:-

Would you consider submitting your invoices electronically, if requested by the Council?   Yes/No

Would you like to know more about Electronic Invoicing?




          Yes/No

----------------------------------------------------------------------------------------------------------------------------------------

For official use only

                                                           Details entered by………………….  Date……………….
      Creditor Ref.

             

 Details checked by…………………  Date……………….                         
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