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As part of the Business Improvement 
Project a new form has been created for 
requesting a new supplier to be set up.  

Currently when Corporate Exchequer 
Payments Section receives an invoice, and 
the supplier does not exist on the Oracle 
Accounts Payable system, the invoice 
is used as the basis to set up a supplier 
record. This has been unsatisfactory on 
a number of counts, due to the lack of 
procurement control and information. 

Before you do business with a supplier 
that is new to you, ask if they have done 
business with KCC in the last 8 months. If 
not they will be a new supplier and you 
will need to complete the  new supplier 
form on https://www.kent.gov.uk/af3/an/default.
aspx/RenderForm/?F.Name=FmLXTQdUukQ

You can also check with your finance 
support team that the supplier doesn’t 
already exist on the payments system.

The form will ask you all sorts of 
questions about the supplier, such 

the type of goods or services that 
it provides and their bank details. 

Most fields are mandatory.

This form does not apply to the 
following types of suppliers:
Swift Refunds and Pensions

The form is also to be used for 
businesses doing work that falls 

within the Construction Industry Tax 
Scheme (CIS) but you should familiarise 

yourself with the guidelines. 

A link is available on 
the set up form.

 For all iProc users, 
clicking on the 

suppliers set up form 
on the shop page or 

the button on the 
non-catalogue request 

screen will take you 
direct to the new form.

When buying by a 
purchase card the set 

up form does not apply. 
This is because the 

card pays the company 
and KCC pays the card 

provider. However 
purchases should still 
come within the KCC 

purchasing policy 
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https://www.kent.gov.uk/af3/an/default.aspx/RenderForm/?F.Name=FmLXTQdUukQ[18/05/2010 12:02:19]

NEW SUPPLIER REQUEST FORM

The red asterisks indicate mandatory fields.

Spending the Council's Money

  Please confirm that KCC's requirements for Spending the Council's Money have been followed in identifying this supplier and the goods/services
they are providing

  Note: Certain goods and services must be purchased through the existing countrywide contract agreements that KCC has negotiated. Details of
these categories and suppliers can be found on our KNet procurement pages.

Confirmed * Yes

Purchase information

Your estimated spend per annum with this
supplier *

Estimated number of orders to be placed
per annum with this supplier *

Supplier type (goods and services
provided) *

Please Select ...

Supplier details

Supplier information

Supplier name *

VAT registration number

Will orders for this supplier be placed via
Oracle iProcurement?

Yes

No

Does the supplier undertake work which
falls within the CIS scheme? *

Yes

No

  Find out more about the Construction Industry Scheme and the type of suppliers that this relates to on our KNet CIS guidance page.

Supplier details (include here details and contacts for communicating purchase orders)

Please confirm where KCC purchase orders should be sent.

Email address

Contact name *

Postal address *

Please Select ...

View the KCC Purchasing Policy on:

http:knet2/policies-and-procedures/finance-and-procurement/
procurement/spending-the-councils-money

https://www.kent.gov.uk/af3/an/default.aspx/RenderForm/?F.Name=FmLXTQdUukQ
https://www.kent.gov.uk/af3/an/default.aspx/RenderForm/?F.Name=FmLXTQdUukQ
http://knet2/policies-and-procedures/finance-and-procurement/procurement/spending-the-councils-money
http://knet2/policies-and-procedures/finance-and-procurement/procurement/spending-the-councils-money


Payment of 
Invoices - 
Due Dates

We get a number of calls from 
staff who query if we have 
received an invoice because they 
sent it in and it’s not showing on 
the system. For most suppliers 
we make payment 20 days after 
the date of the invoice and, to 
ensure that we hit that deadline 
as often as we can, we have to 
manage our workload so that the 
ones nearest their due date are 
input first. Therefore, when we 
receive an invoice it is not 
necessarily input immediately. 
Basically we sort the invoices 
into date order and they are then 
input 2 or 3 days before they are 
due. An invoice dated the first of 
the month will probably be 
input by 18th. That’s why, if you 
do turn around your invoices 
quickly (which you should be 
doing) you won’t see them on 
the system for a number of days 
after. Please bear this in mind 
when monitoring your invoice 
payments. It’s not worth you 
phoning until 2 days before it ’s 
due. This system is also why, if 
you send invoices in a batch, 
some will have been input when 
you check and others won’t. It all 
depends on their invoice date.

The Latest 
News from 
Exchequer 

Services
Rail Tickets - (these are 
ordered via the contact centre)

Please note, that due to recent changes 
in our suppliers procedure, The £3.00 

Charge for Ticket on Departure 
method (TOD) has been dropped 

and is now Free to KCC Staff. 

Due to this change, TOD will now 
be our preferred method of ordering 

tickets. When ordering  we would 
request that you order these as TOD 
rather then being sent via the post. 
If you would like this method the 

contact centre require the request to be 
made by 12:00pm the previous day. 

In an event that Ticket on departure 
is not available to suit your needs 

there are still options available. Our 
supplier offers special delivery, this 
would incur a £6.00 charge but will 

guarantee a next day delivery on tickets. 

Alternatively you are still able to order 
your ticket to be sent via 1st class post 

as long as the contact centre have at 
least 3 working days notice. Please 

note however, this method is at your 
own risk and should your tickets not 

arrive a refund cannot be given. 

If you wish to enquire about any 
of the above processes please 

contact the call centre on 08458 
247 247 or email contact centre.

travelwarrants@kent.gov.uk

T   hose who are Kent 
Purchase Card 

holders or    Approvers 
will have been issued 
with the new P Card 
Guidelines and the 

instructions on how to 
use the new ESolutions 

system which replaces the 
CardPlus system. Please 

be aware that transactions 
that are not approved 

will not be passed 
through to the Oracle 
General Ledger and 

therefore will not appear 
against your budgets. 

FAILURE TO         
APPROVE WILL 
RESULT IN THE 

CARD BEING 
CANCELLED

Purchase
Cards

Linda Arnold

Exchequer Services Manager

linda.arnold@kent.gov.uk

tel:  01622 694810



Tips and Hints on completion 
of the AR01 Form

 

1.	 Please use the relevant published AR01 form that is available on Knet. Home grown ones don’t always include the 
correct data. (OLM, ASK, Kent Services for Schools are exceptions). 

2.	 Complete the AR01 electronically and email to: invoicerequests@kent.gov.uk. 

3.	 It is KCC policy not to invoice for any amount that totals £20 or less unless it is a statutory requirement. For amounts 
under £20 the customer should be asked to pay upfront for the goods/services. (This does not include Social Care 
charges or rents). 

4.	 Please note that invoices will be emailed and that an email address is mandatory. 

5.	 All information should be entered in the correct box. The company name should go into the box entitled “Surname 
or Company”. 

6.	 For KCC contact numbers do not quote the VPN number as the customer won’t be able to use this. They need the 
external direct dial number. 

7.	 Each team has a report group. This is so that outstanding debts can be grouped together. Enter the full report group 
name. If unsure contact your finance budget team. 

8.	 The budget code should be in the format – Directorate, Service code, Cost centre AND subjective. The subjective is 
often missed off. We aren’t mind readers and you need to tell us where you want the income to go. 

9.	 Vat indicator R is not used when raising invoices. If VAT is not applicable then use X.Y or Z as appropriate. 

10.	 It is important that invoices are raised to the correct company name. Often they will be known by a different name 
to their legal identity name. Ask the customer for their full legally correct title. There are also websites which might 
help, such as Companies House or the Charities Commission. 

11.	 Customers who are “trading as…” should be entered as “Joe Bloggs T/A Bloggs Taxis” for example. 

12.	 A description is mandatory as the customer needs to know what you are charging for. The description needs to be 
clear and as concise as possible whilst giving all the necessary information. Jargon and abbreviations aren’t helpful 
when chasing the customer for payment. 

13.	 When speaking to the customer ask if they require a purchase order number on the invoice. If they do, they will need 
to give it to you. Enter the purchase order number into the description field. 

14.	 When requesting an invoice to be raised Eastern and Coastal Kent PCT (Health Authority) you need to ALWAYS 
state the PCT budget manager’s name in the description field. 

AR Invoice Request

Contact Number Report Group Code VAT

Cust No. 
(if kown)

Title Forename Surname/or
Company

Contact Name & 
Number Address Postal

Code

Description & Purchase Order 
No. & Date Goods and/or 

Services Supplied
Quantity Amount Sub Total

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Grand Total 0.00

From (Name)

Mandatory fields

NB - This spreadsheet is to be emailed to the Invoice Requests mailbox


