Maynooth University Finance Office - SUPPLIER SET-UP FORM
Completed forms must be completed by a member of university staff and submitted to Accounts Payable via email to APenquiries@nuim.ie Please keep each request separate - one form per email.  All fields are mandatory unless stated otherwise, incomplete forms will be returned to the requester.
	IMPORTANT - PLEASE NOTE:

	1.
Approval is not automatic - some categories of supplier (e.g. stationery, couriers etc) are subject to strict controls and purchases must be routed to specific suppliers only. If in doubt, check with Procurement.

	2.
Purchasing procedures and the university’s  contracted supplier database are available on the Intranet at: http://www.maynoothuniversity/procurement.ie  Please check the contracted supplier list to ensure there is not already a suitable supplier.


	SUPPLIER DETAILS

	Full Name of Supplier:                                                       


	Full Description of Goods/Services to be provided:       

	Is this supplier a self-employed individual?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
   If Yes, please supply PPS Number and note that employment status needs to be checked and approved before this supplier can be set up.                  PPS Number: 

	Company Reg. No.       
	VAT Reg. No.       

	Head Office Address:       

	Payment Address (if different to Head Office):       

	Purchase Ordering Address (if different to Head Office):      

	Telephone:                                 
	Currency code:      
Currency i.e. EUR euro:      

	E-mail Address for Orders:       
	Remittance Email Address:       

	BANK & CONTACT DETAILS *****Bank details on company letterhead – STAMPED BY BANK BRANCH****

	Bank Name:       

	Bank Address (if foreign bank):       


	Bank Sort Code        
	Bank Account Number:       

	Bank Account Name:       

	IBAN No.:      
(mandatory for all EC country payments to be made to a foreign bank)
	Swift Code/BIC:      
(mandatory for ALL payments to be made to a foreign bank)

	Bank Clearing Code/ABA (optional):      
	Currency code:      

	REQUISITIONER DECLARATION ******all boxes are mandatory******

	Have you checked the contracted supplier list for a suitable existing supplier? (check box to confirm)   FORMCHECKBOX 


	Why is this purchase not possible from an existing university supplier?       


	Is this a one-off purchase or are further purchases anticipated?  One-off   FORMCHECKBOX 
  More   FORMCHECKBOX 


	Anticipated expenditure per annum (specify currency):                             
	Anticipated number of years of expenditure:      

	Check box to confirm that you have read and understood the university’s Expenditure Policy  FORMCHECKBOX 


	Have bank details been attached on suppliers’ headed notepaper?  Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 



	Department Name:        
	Dept Business Unit No:       

	Form submitted by (First & Surname):      
	Staff ID:        
	Date:       

	Tax Clearance Access  Number:      
	
	

	CENTRAL FINANCE USE ONLY:  SUPPLIER SET UP:


	Supplier Code:  


	Set up by:   


	Signature:  
	Date:  



	Bank Details Supported by Company letterhead?  Yes  FORMCHECKBOX 
     No   FORMCHECKBOX 


	Bank Details  Input by:

	
	Date:  

	
	Bank Details Checked & Activated by:
	Signature:


	Date:




	PROCUREMENT MANAGER APPROVAL (if applicable)

	Approved   FORMCHECKBOX 
   
	Not Approved   FORMCHECKBOX 
   
	Name:                          

        
	Signature:     
	Date:      

	Reasons for non-approval:       



