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	To whom it may concern,

I would like to set you up as a supplier on our Brighton & Hove City Council payments system. In order to do so I will need from you the following information. Please complete all sections that apply.



	Full name of company/organisation/

trader
	

	Main address
	

	Phone number
	

	Fax number
	

	Email address
	

	Purchasing address (please complete if you have a separate section where purchase orders should be sent)
	

	Purchasing email
	

	Purchasing phone no.
	

	Purchasing fax
	

	Factoring Agency name
	

	Payments address (i.e. that of the Factoring Agency if used.  Please also complete if you have a separate credit control or debtors section)
	

	Payments email
	

	Payments phone no.
	

	Payments fax
	

	Your BACS details (or those of Factoring Agency if used)  

	Bank account no.
	

	Sort code
	

	Bank account name

	

	Reference/building society roll number
	

	Other information

	Website
	

	VAT registration no.
	

	Payment terms (days)
	

	Construction Industry Scheme (CIS) certificate details
	

	CIS card/certificate type 
(Sole trader/partnership/ company)
	

	UTR number
	

	Company Registration or NI number
	

	Trading as
	

	Name cert. holder
	

	Self-employment details

	NI number
	

	Unique tax reference
	

	Tax office address
	

	BME/SME/Voluntary/Government

	If you are a business, please indicate whether you are a Black or Minority Ethnic (BME) business and/or a Small or Medium Enterprise (SME). Also please indicate if you are part of the Voluntary sector or a national, regional or local government body.

	BME
	Yes

No

N/A
	A Black or Minority Ethnic business is defined as one where at least 51% of the proprietors are from black or minority ethnic groups.

	SME
	Yes

No

N/A
	A Small or Medium Enterprise is defined as one with fewer than 250 employees, a balance sheet total of under £11.4 million or an annual turnover of under £22.8 million.

	Voluntary Sector
	Yes

No

N/A
	Government body
	Yes

No

N/A
	

	

	Please give the following details so I can contact you if I have any queries

	Name
	

	Contact phone no.
	

	Position in organisation
	


Please return this form to the person within Brighton & Hove City Council from whom it has been sent.
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