VENDOR REQUEST FORM
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Please indicate type of request:
Create New Vendor? 


Yes/No

Reopen Blocked Vendor?


Yes/No

Has Invoice Been Received?

Yes/No
	Please Note: In accordance with Financial Regulations, orders with a value below £1000 should be made via the Purchase Card Scheme.


Requirement*

	1.
	Approximate spend per annum*
	£

	2.
	Volume of orders per annum – Estimate*
	


Vendor Name*




      
 VAT No.

	3.
	
	


Street Name*
	4.  
	


City*





     Post Code*
	5.  
	
	


Email*
                                     Telephone Number*
	6.
	
	


Company Contact 

	7.
	


Details of Goods/Services to be acquired*
	8.
	


Currency & Terms of Payment

	9.
	


 Originator*
                   Job Title*


  School/Service*
           Ext. No*
	10.
	
	
	
	


	Please send completed document to:  fipurchasing@airport.unn.ac.uk 


……………………………………………………………………………………………………………
FOR PURCHASING USE ONLY

	*Before authorising this request please ensure all mandatory fields have been completed

	Authorised by:
	Entered by:

	Vendor No:
	Contract Terms Check:
	Industry Code:
	Date Entered:




In event of query please e-mail FI Purchasing or telephone ext 4334.
