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Greater Lincolnshire Combined County Authorities policy is to make all payments by BACS transfer to standard 30-day payment terms. Any incomplete form submitted will not be processed and may be returned and all forms must be typed up. Handwritten copies will be returned. Form Must be Submitted via GLCCA User in department requesting Set up / Amendment.
All Fields Marked with * are Mandatory. 
Verification of Details
Authorities are susceptible to attack by fraudsters who will provide very credible documents to support changing the bank details of a legitimate company to an account they control. If we unwittingly make a payment to such an account, the money is immediately withdrawn and it is unlikely that we will ever be able to trace and recover it.

Therefore, we must be absolutely sure that any request to set up or amend bank details is a legitimate one.

Documents provided by fraudsters may include e-mails, or requests sent through the post on letter headed paper. Both may on the face of it appear to be genuine, showing what appear to be genuine e-mail addresses, company logos, etc. However, this on its own is not sufficient to prove the authenticity of the document. It is relatively easy to create an e-mail address and/or copy company logos etc. 

Therefore, good practice is to confirm the change independently with a known contact at the supplier. None of the information provided in the document should be used – if the document is fraudulent then the contact details will be those of the fraudster. Instead, we should use an existing contact number.

It is your responsibility to confirm with the customer that the information that has been supplied to you for set up/update is legitimate, and isn’t fraudulent, you should be aware of false customer email addresses set up with a similar name to the company requesting change of bank details, you should contact your trusted contact within the company and confirm the request, do not use the contact information on a suspected fraudulent request. 
	New Customer Form- All Fields Mandatory For Completion 


	Customer Name *
	

	Full Address *
	

	Postcode*
	

	Customer Contractual Payment Terms 
(if not 30 days, please attach supporting evidence of terms
e.g. contractual agreement)       
	30


	Customer Contact Details: 

	Contact Name *
	

	Telephone Number *
	

	Fax Number
	

	Contact e-mail 
Address *
	

	******   GLCCA User within department Submitting Form: 

	Contact Name *
	

	Telephone Number *
	

	Department/ Team *
	

	Contact e-mail address *
	

	By signing this box you are agreeing to the guidance notes stated at the top of the form and that you have accepted and understood them *
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	Electronic Purchase Order Details - Mandatory if to be used with E-procurement 

	Email address for PO’s (Agreed with supplier)
	

	Bank Details & CIS Information – 

	Name & Address of Bank or B/S
	

	Name(s) of the account holder(s)
	

	Bank or B/S account number
	

	Branch Sort Code
	

	BACS Field Reference            (if requested)
	

	
YES                        NO 
	Are you registered for the Construction Industry Scheme (CIS) with HMRC?

	If Yes, please State Unique Tax Reference (UTR) (10 Digits)
	

	Company Reg (8 digits) 
	

	VAT Registration No.
	


In addition to supplying the information outlined in this document, kindly provide a letterheaded document that includes your bank details and company information.
All invoices and credit notes should be emailed to: finance.admin@greaterlincolnshire-cca.gov.uk
To ensure that your invoice is paid promptly, please note the following:
· Please send PO Number to communications@greaterlincolnshire-cca.gov.uk 
· Customer Queries should be sent to finance.admin@greaterlincolnshire-cca.gov.uk 
· You may receive email correspondence from both the Invoices@greaterlincolnshire-cca.gov.uk email address and the email address sending purchase orders and payment remittances. 

Therefore, you may wish to check that your email system does not block the following email addresses, noreply@proactis.com and finance.admin@greaterlincolnshire-cca.gov.uk
 CUSTOMERS MUST SEND FORM BACK TO GLCCA USER WITHIN DEPARTMENT REQUESTING INFORMATION TO SUBMIT TO THE FINANCE ADMIN TEAM EMAIL

