
        

Process for Requesting New Suppliers 

 START 

Is the required supplier already set up on Agresso? 
 Yes 

No 

Create a purchase order 

and issue it to the supplier 

Is there a preferred supplier or an 

alternative supplier already set up in 

FRIS that can provide the 

requirement? 

END 

Yes 

No 

Please obtain the correct number 

of quotes/proposals in line with 

SGUL’s Procurement Policy 

You will receive a system email alert letting you know the 

supplier is ready to 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. 

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 letterhead and signed by a senior official. You will 

be required to attach 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.  

END 

Submit a Single Tender 

Application to Procurement 

for review 

REVISIT THE 

MARKET 

Declined Approved 

Justification for Single 

Supplier sourcing for the 

requirement? 

New Supplier Requests 
 

Single Tender Applications 

https://www.sgul.ac.uk/about/our-professional-services/procurement-services/documents/SGUL-FRIS-Guide-Requesting-New-Suppliers-April-2023.pdf

