DEPARTMENT OF CHEMISTRY

NEW SUPPLIER REQUEST FORM
If you wish to use a supplier who is not already on the University of Glasgow system you must complete the details below.

Please pass to the main accounts office (Room A4-22) together with the bank details of the new supplier (see section 3 below)

1)
Your contact details: 

Requested by:
…………………………………………………………………

Telephone No.
…………………………………………………………………..

E-mail


…………………………………………………………………..

2)
Supplier Details

Name of Supplier …………………………………………………….

Before submitting this form please confirm that (tick box)

there is not a current or approved supplier who can provide the good or service required

the number of transactions with the prospective supplier is likely to be more than five in any twelve month period and more than £5000. (If you cannot satisfy these limits a University Purchasing Card should be used to make the purchase, where the rules for the use of cards can be satisfied.) 

(NB: any forms that do not have these boxes ticked, will not be processed). 

3)
Supplier’s Payment Details

In order to have the supplier’s details input onto Agresso please contact the supplier and ask them to provide the following information on their headed notepaper (by fax to 0141 330 2819 if possible)

Bank Sort Code

Bank Account Number

Bank Name and Branch Address 

Fax number (or number for remittance advice) 

VAT Registration Number 

Any questions please contact a member of the accounts staff in Room A4-22.

