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            New Supplier Questionnaire 

 

The Procurement Strategy states that one of its aims is to rationalise suppliers. This questionnaire will ensure that you have 
demonstrated  that  there  is  no  alternative  contracted  or  approved  suppliers  already  in  the  finance  system  suitable  for 
purpose to contribute to this aim. 

Originators should take into account the University Purchasing Rules and Regulations (UPR’s) requirements when completing 
this  document.  Further  information  on  the  UPR’s  can  be  found  at:  http://sitem.herts.ac.uk/secreg/upr/pdf/PU01‐
Procurement‐v04.0.pdf 

SBU: education 

Date: 

Name of University Originator/Ext: 

 

Supplier Details (include name,  

 

address and contact email):  

 

 

 

Where  did  you  obtain  details  of  the  new   
supplier from? 
Provide a summary of requirements 

 

including which suppliers have been 
contacted, both university approved and 
non‐university suppliers, with rationale for 
discounting these companies. (keep the use 
of technical terms to a minimum) 
 
Anticipated  value  of  spend  for  the  next  12  £ 
months (excluding VAT): 

Return completed form via email to your Purchasing Officer 

Please note any forms presented not providing enough information on the requirement for procurement staff to make an 
informed decision shall not be processed and will be returned to the originator for resubmission. 

Below for Purchasing Officer use only: 

Supplier type:  

To Define Possible PSC:                        Does the supplier provide: 

 

 
Goods          Both Goods & Services                    Services 

Supplier of goods                                                      ☐ 

    Yes                                     Yes                                             Yes 

 

   

  

                                  Is more than 20% of contract for          

Self Employed/Sole Trader:                                    ☐                                Yes      Materials?                             No                          

Poss.

              

 PSC/                               

 

                                                                                

Self Employed/ 

                                                                                        

Sole Trader

 

                                                                                                  

International                                                              ☐ 

                                                                                                Yes 

 

 

 

 

                                                             Yes                             Are there more than 4 staff 

Agency:                                                                       ☐ 

in                                                                                              the business? 

Not 

  

 
                        

PSC 

                                                                         No 

 

                                                            Yes                     Does the supplier have a Board of   

Personal Services Company (PSC):                         ☐                                                                                               Directors? 
 

                                                                                                 No 

Other: 

 

Send 

‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐ 

 

 

Questionnaire 1 

 

I confirm that I have discussed and reviewed the information presented and verify that no contracts or approved supply routes 
are already existing so authorise this request to be entered in to the finance system. 
Purchasing Officers Signature: 
 

 




    

  

  
