
        

Process for Requesting New Suppliers 

 START 

Is the required supplier already set up on Agresso? 
 

AND 
 

If the supplier is not a preferred supplier, is the 

purchase in compliance with SGUL Procurement 

Policy? 

Yes No 

Create a purchase order 

and issue it to the supplier 
Are there alternative suppliers under 

the relevant product code in Agresso 

that can provide the requirement? 

END 

Yes 

No 

Accounts Payable will inform the 

requester when the supplier is set up 

in Agresso 

Please obtain the correct number 

of quotes/proposals in line with 

SGUL’s Procurement Policy 

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. 

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 

company executive 

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 

mailto:procurement@sgul.ac.uk
https://portal.sgul.ac.uk/org/cs/procurement-services/forms-and-templates/fris-new-supplier-requests/New%20Supplier%20Request%20Form%20/view
https://portal.sgul.ac.uk/org/cs/procurement-services/forms-and-templates/fris-new-supplier-requests/New%20Supplier%20Request%20Form%20/view

