SUPPLIER SETUP REQUEST FORM


PLEASE COMPLETE IN BLOCK CAPITALS OR TYPE
Supplier ID: ____________________  (If amendment please quote existing supplier id)

	SET UP TYPE Please tick relevant
	New Supplier Set Up
	
	Amend Existing Supplier
	


 N.B. Form will be returned if the following information is not filled in entirely.
	Please indicate category of supplier:

N.B.  THIS BOX MUST BE COMPLETED !
· Sub-Contractor
· Withholding Payment Supplier

· Normal Payment Supplier

See attached for Tax Explanations
	Revenue require info as follows on the contractor:

N.B.

Nature of Service (Please state clearly what payment is in relation to) ________________________________________________________

________________________________________________________
Amount/Estimate of contract  €_______________________

	· 1 = Trade Supplier (other than options listed )

· 2 = Staff/Member 

· 3 = Higher Education Grants

· 4 = Other Grants (Housing/amenity/private wells 

· 5 = Other Local Authorities 


	· 6 = Revenue Commissioners

· 7 = Payroll Deductions

· 8 = Superannuation Award

· 9 = Housing Loans      

	Have you attached a Tax Clearance

Certificate (where applicable)?                      ______________
	 Have you informed the contractor to                 

present his C2 to Accounts Payable?          ______________


   FOR NON-IRISH SUPPLIERS  

 INDICATE CURRENCY REQUIRED:
	Supplier Name:
	

	Company Reg. Number:
	

	VAT Registration Number/PPSN:
	

	Contact Name:
	

	Position in Company:
	

	Supplier Address:
	

	
	

	
	

	Reg Charity No (where applicable):
	

	  Phone No’s:
	1
	2
	3

	Fax Number:
	
	Mobile No:
	

	Email Address
	

	EIRCODE
	

	Bank A/C. Details - Name:
If Bank Name is different to Supplier Name, please highlight
	

	Bank Address: 
	

	
	

	BIC
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	IBAN
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	PLEASE ALSO SUBMIT THE HEADER FROM YOUR BANK ACCOUNT STATEMENT SHOWING THE FOLLOWING:     YOUR NAME, YOUR BANKS NAME, THE BIC AND THE IBAN

PLEASE NOTE: ANY TRANSACTIONS SHOULD BE REDACTED OR BLACKED OUT

	FOR OFFICE USE ONLY


	SET UP - Signed:

Approved by AO/SEO or Analogous 

	Section: 

Section
	Contact Ph:

Date


HOW DO I KNOW IF THE SUPPLIER IS A SUB CONTRACTOR?

A) A supplier is a Subcontractor if they are self employed and have been engaged by K.C.C (as Principal Contractor) to carry out relevant contracts in the Construction, Forestry or Meat Processing industries. CONSTRUCTION AND FORESTRY CAN BE BROADLY DEFINED SO PLEASE SEE APPENDIX 1 (PG. 18) OF THE RCT GUIDE FOR PRINCIPAL CONTRACTORS:
http://intranet/Finance/Forms/LinkToDocument, 10918,en.pdf
For further clarification if required please call Revenue RCT section at 01-6474000 or e-mail accountspayable@kildarecoco.ie
____________________________________________
HOW DO I KNOW IF A SUPPLIER IS A WITHHOLDING TAX SUPPLIER?
B) A Withholding Tax Supplier is a supplier who provides a professional service for the purpose of Withholding Tax (PSWT). As the list of professional services is quite extensive, the following are just some examples:


Professional services are defined as part of the PSWT scheme as including:

· Services of a medical, dental, pharmaceutical, optical, aural or veterinary nature

· Services of an architectural, engineering, quantity surveying or surveying nature

· Services of accountancy, auditing or finance and services of financial, economic,

marketing, advertising or other consultancies

· Services of a solicitor or barrister or other legal services

· Geological services

· Training services provided on behalf of FÁS.

THIS LIST IS NOT EXHAUSTIVE PLEASE SEE THE FULL BOOKLET ON PSWT – CLICK THE LINK BELOW

    http://intranet/Finance/Forms/LinkToDocument,10916,en.pdf
_____________________________________________
WHAT CATEGORY OF SUPPLIER FALLS INTO OPTION C?

C) If neither of A or B apply then it is a normal supplier but if the payment exceeds €10,000.00 in one payment or over €10,000 in any 12 month period the Supplier must provide a valid tax clearance certificate or payment can be legally withheld by a local authority. This includes payment of grants & subsidies.
FOR MORE INFO - CLICK ON FOLLOWING http://intranet/Finance/Forms/LinkToDocument,10919,en.pdf
_______________________________________   

EXCEPTIONS: CASES WHERE TAX CLEARANCE IS NOT REQUIRED.

Payments in respect of compensation & goodwill for compulsory purchase orders & land acquisitions – tax clearance certificate is not required.

Payments to Registered Charities do not require a Tax Clearance Cert. However please obtain a Charitable Status Number (CHY No) from the charity and quote on supplier set up form. Click here http://intranet/Finance/forms/TC Certs & Charities
Payments made between public bodies – tax clearance certificates are not required.
WHERE APPLICABLE YOU MUST OBTAIN A TAX CLEARANCE DETAILS FROM THE SUPPLIER. 
INCOMPLETE SET-UP FORMS WILL BE RETURNED TO YOU.















Please return to FMS Section, Westmeath County Council,  County Buildings, Mullingar.


