
 

 
 
 
 
 
 
         13 September 2018 
 
 
Dear Supplier, 
 
As a supplier to the Council, I am writing to inform you that the Council will shortly be 
introducing a new electronic purchasing and payments system.   
 
To facilitate this, we require some information to update your account.  This can be 
provided on an online form using the link provided in the email you have received 
and should hopefully take no longer than a few minutes of your time to complete. 
 
It is anticipated that the new system will bring some improved benefits to you, 
including faster payments, but will require some changes to our existing processes 
which are summarised below.  
  
 
Council Purchase Orders  

For the new system to operate effectively, all Council purchases will require a 
purchase order number, which must be quoted on all supplier invoices.  To assist us 
with this, we would encourage you to request purchase order numbers now and 
quote these on your invoices for goods or services.  We will advise you in due 
course when this will become a requirement, at which time, any invoice received 
without a purchase order may be returned for the order number to be quoted and this 
may delay payment.  
  
In order that purchase orders may be emailed to you, if required, we request you to 
provide an appropriate email address to which orders should be sent (using the link 
contained in the email). 
  
 
Supplier Invoices  

To help us pay you promptly our preferred method for receipt of invoices is now by 
email. This can be done with immediate effect as follows:   

 by sending invoices to p2p@ardsandnorthdown.gov.uk;  
 by ensuring that invoices are emailed as a Pdf attachment only; and  
 by ensuring that each pdf contains only one invoice and corresponding back 

up (if any);  
  
If you already send your invoices by email, please note the new email address above 
and the new requirement that only one invoice is included in each attachment.   
  



The above email address is for invoices only, all other correspondence regarding 
your account, including statements, should be sent to 
supplierpayments@ardsandnorthdown.gov.uk.   
  
If you are unable to email invoices and statements, they should be sent to:   
  
Supplier Payments Team  
Ards and North Down Borough Council  
Town Hall  
The Castle  
Bangor  
BT20 4BT   
  
 
Remittances  

Council’s preferred method to inform you when payments are made is by emailed 
remittance. If you wish to avail of this option, please provide an appropriate email 
address (using the link contained in the email).    
 
  
Other methods of returning information 

If you are unable to provide the requested information using the link contained in the 
email, please print and complete the attached form and return it to us either by post 
to the address above or by email to supplierpayments@ardsandnorthdown.gov.uk. 
 
If you no longer supply the Council with goods or services and wish to have your 
information removed from our database, you can do so by completing questions 1 to 
3 of the online or attached form.  
  
  
Should you have any queries in relation to these changes, please contact in the first 
instance Sarah Shaw at sarah.shaw@ardsandnorthdown.gov.uk or 0300 013 3333 
(ext. 40628).  
  
Thank you for your co-operation.  
  
Yours sincerely  
 
 

 

Stephen Grieve 
Head of Finance 
 
0300 013 3333 x40625 
stephen.grieve@ardsandnorthdown.gov.uk 
 

   



Supplier Information Update Form 
 
1. What is your Supplier Reference? 

 This can be found in the body of the email you have received and will be in the 
format of four alpha followed by two numeric characters eg. ABCD12. 

 
 
 

 
2. What is your Organisation name? 
 
 
 
 

 
3. Do you wish to remain on the Council’s Supplier database? 
 
 
Yes / No  (delete as necessary) 

 
4. What email address should electronic purchase orders be sent to? 
 
 
 
 

 
5. What email address should electronic remittances be sent to? 
 
 
 
 

 
6. Please provide a contact name: 
 
 
 
 

 
7. Please provide a contact telephone number: 
 
 
 
 

 


