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Appendix B



To: 


THE PROCUREMENT DEPARTMENT

            
Finance, Park Campus,

From: (Resource Centre)

Date:                                                                                  
Subject: Request for a new supplier to be added to the – Purchase Ledger
Supplier: 
Name:  
Address: 





































Postcode: 
Tel No.: 
Description of goods to be purchased:
Value of order:

Is the order under £100?

Will this supplier be used again?

Will this supplier accept credit cards?

SUPPLIER BANK DETAILS:

Sort Code:
Account Number:
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Requester: 
Tel No.: 
Finance Use Only





New Supplier A/c No: ………………..








Signed…………………Date:…………





Resource Centre Informed:  Y/N














