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Process for Requesting New Suppliers

— New Supplier Requests

—) SiNgle Tender Applications
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Once you have chosen your preferred supplier, follow the
steps in this guide and submit a new supplier request in FRIS.
The supplier needs to complete and return a New Supplier
Details form to you together with their bank details on
company lefterhead and signed by a senior official. You will
be required to aftach the suppliers email containing both of
these documents to your request in FRIS.

The lead time for processing complete and compliant new
supplier requests is 3 - 4 working days.
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You will receive a system email alert letting you know the
supplier is ready fo use once set up is
complete and the new supplier account has been
approved by all reviewers and finally by
Accounts Payable.
If your new supplier request is rejected, you will be provided
with the reason/s via FRIS or the Corporate Procurement
Unit.
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