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Onboarding guidance for
LSE suppliers









LSE has a central Accounts Payable team responsible for paying invoices and handling queries. Following this guidance will ensure that transacting with LSE goes smoothly.

1	PROVIDE YOUR SUPPLIER DETAILS

In order that we can add you as a supplier to our finance system, please complete the New LSE Supplier pro-forma to provide all your bank and other supplier details. Please be aware that if you want to be paid in different currencies, you will need to complete the supplier form for each currency you wish to be paid in.

2	REQUEST A PURCHASE ORDER 

The quickest way to get your invoice(s) paid is to request a purchase order.
This ensures that the LSE staff member commissioning the order has legitimate authority to do so and that our finance system is pre-populated with all the information we require. Once the staff member confirms that your goods or services have been satisfactorily received, the Accounts Payable team have approval to pay the associated invoice(s). 

If you continue supplying goods/services to LSE without a purchase order, please ensure that there is an LSE contact name and department name on the invoice. The contact will need to approve payment of the invoice. Delays in payment are often caused because invoices do not have a purchase order number or a clear LSE contact and department name. LSE has over 4000 employees.

3	FORMAT YOUR INVOICE(S)

Please ensure your invoice(s) includes all of the information stated on our invoice template, including a unique invoice number. You should use this template in its entirety if you do not have experience in creating invoices. If you want the invoice to be paid in a different currency to that on the invoice, you will need to make that clear in the description on the invoice. 

4	SUBMIT YOUR INVOICE(S)

Invoices should be submitted electronically in PDF format to Lse.Onefinance.Apinvoices@lse.ac.uk.
This applies unless you are specifically told otherwise by your LSE contact.
· Please only submit one invoice per email. 
· This email is strictly for invoice submission and not for general or follow up queries.

In the event you can only send your invoice by post, the postal address is: Accounts Payable, Finance Division, LSE, Houghton Street, London, WC2A 2AE.







	


5	SEND US A QUERY

If you would like to enquire about an invoice or payment, please use our online enquiry form or email Paymentqueries@lse.ac.uk. This will generate an automatic acknowledgement and query reference number for you.

[bookmark: NewSupplierForm]New LSE Supplier
	
This form is used to capture the required details for LSE supplier set up and should be used as follows:

1.	LSE contact sends form to the supplier
2.	Supplier completes and returns the form with the required details (see Instructions to suppliers below)
3.	LSE contact uses the returned details to help them complete the OneFinance Request New Supplier form. This form is only available to LSE staff and cannot be completed directly by the supplier

Instructions to suppliers

Please copy the table below onto your company headed paper and complete the relevant fields.  You also need to provide a letterheaded document with your bank account details on so that we can verify the details are correct. We cannot add you to our system without this attachment.
* = Mandatory information

☐ Please confirm you have read, understood and will support the School in ensuring the School’s Supplier Code of Practice is complied with the LSE Supplier Code of Practice * 
(See link below to LSE Supplier Code of Practice)
https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/codSupPra.pdf

	Supplier Details


	Name*:



	VAT Registration Number *:


**Not required for foreign companies**

	Company Registration Number:




	Business Size*:
☐ Large Enterprise - Headcount: > 250; Turnover > €50M.
☐ Medium Sized Enterprise - Headcount: < 250; Turnover < €50M.
☐ Small Sized Enterprise - Headcount: < 50; Turnover < €10M.
☐ Micro Sized Enterprise - Headcount: <10; Turnover < €2M.
☐ Self-employed (also Limited Company)– Headcount = 1; Turnover < €2M.


Address Details
	Address Line 1*:



	
Address Line 2:



	Address Line 3:



	City/Town*:





	County:



	Postcode*:



	Country*:



	
Contact Details


	First Name(s)*:



	Surname*:



	Email Address*:



	Telephone Number*:



	Email Address for Purchase Orders*:

 

	Email Address for Remittance Advices*:



	

UK Bank Account Details


	Payee Name*:



	Bank Name*:



	Sort Code*:



	Bank Account Number*:










Non-UK Bank Account Details 	
For suppliers outside the UK
As the information we require varies by country, please complete details of your bank account, including all relevant bank codes below: 









Supplier Address: [INSERT]



Accounts Payable
London School of Economics & Political Science
Houghton Street 
London
WC2A 2AE



***Recommended invoice template***[bookmark: InvoiceTemplate]INVOICE
Supplier Name: [INSERT]


VAT Number: [INSERT]
Registered Number: [INSERT]
Tel: [INSERT]
Email: [INSERT]


	Date 
	Due Date
	Invoice No.

	[INSERT]

	[INSERT]

	[INSERT]




	Description 
	Quantity 
	Unit Price 
	VAT
	Total Amount

	[INSERT]


Purchase Order Number: [INSERT]

LSE Contact Name and LSE Department: [INSERT]
	[INSERT]
	[INSERT]
	[INSERT]
	[INSERT INCLUDING CURRENCY]



	NET
	[INSERT]

	VAT
	[INSERT]

	Invoice Total
	[INSERT]


	Bank:
	[INSERT]

	Account Number:
	[INSERT]

	Sort Code:
	[INSERT]

	Routing Number:
	[INSERT IF BANK ACCOUNT IS OUTSIDE UK]

	IBAN:
	[INSERT IF BANK ACCOUNT IS OUTSIDE UK]

	BIC:
	[INSERT IF BANK ACCOUNT IS OUTSIDE UK]

	Registered Office:
	[INSERT]





Payment will be subject to the London School of Economics & Political Science terms and conditions.
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