New Supplier Process (2022)

(NS = New Supplier)

Budget Signatory

BS returns
self-employment

GP/Practice

GP/practice
returns forms?

GP returns
self-employment
form

Finance Administrator

Supplier
Set Up
Process

FA sends
GP/practice NS
forms & BACS

FA sends
reminder

FA sends
self-employment
form to GP

FA saves
self-employment
form in folder

FA sends
self-employment
form to BS for
approval

FA sends
self-employment
form, NS form
and BACS form
to Habib
Choudhury

FA notified that
GP/practice set
up as supplier

Payment
Process

FA saves forms
in folder

FA inputs details
into
RemedyForce
Self Service NS
Request Form

FA explores
alternative
payment
method, e.g.
Unitemps, dept
credit card

Accounts Payable

NS
approved?




