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Process for Requesting New Suppliers
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Once a new supplier has been selected, a New Supplier
Request Form needs to be completed. The supplier needs to
provide the following key information by email to be loaded

into Agresso and for timely payment:

Supplier company name
Supplier contact details
VAT Registration number
Company number
Supplier bank account details on or accompanied by the
supplier’s letterhead document signed by an authorised
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The new supplier request must be
completed in full and sent via email to
procurement@sgul.ac.uk
The lead time for processing new
supplier requests is 3 - 4 working days.
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