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	Section 1 - Details of Supplier

	Legal Business Name:
	

	Trading Name:
	

	Physical Address:
	

	Postal Address:
	

	Email Address
	
	Website:
	

	Business Type:
	Company ☐           Partnership☐            Sole Trader ☐            Trust ☐      
Other: ☐

	GST Registered:
	          YES ☐          NO  ☐
	GST No:
	

	Business Activity:
	
	Year Established:
	

	Company No:
	
	NZBN No:
	

	Director (s):
	

	Creditor Type:
	☐ Supplier                                           ☐ Government agency – Local/Central

	Māori/Pasifika Business:
	YES ☐
NO  ☐
	Local Supplier:
	YES ☐
NO  ☐
	Social Enterprise:
	YES ☐
NO  ☐

	Māori/Pasifika Business: at Western Bay we don’t define what a Māori (or Pasifika) business is but rather accept either of the following as being a Māori (and or Pasifika) own business: 
· Amotai registered Māori and or Pasifika business
· New Zealand Business Number Register Māori Business Identifier.
Māori/Pasifika are defined as people with Māori/Pasifika descent (whakapapa) and who identify as Māori/Pasifika.   
Local Supplier: A business is local if it is based within the Western Bay of Plenty (including the territories of the Western Bay District and Tauranga City). Being based in this area means the business operates from this area, has a trading outlet/shopfront in this area and the majority of staff employed by the business reside in this area.
Social enterprise:  An organisation where:
•  The social, cultural, and/or environmental mission provides a public or community benefit and is the primary purpose of the organisation; and the majority of income is from trading a product and/or services; and the majority of either expenditure or profit is spent on the fulfilment of the primary purpose of the organisation

	Section 2 – Account Contact & Bank Details


	Name:
	
	Phone:
	

	Remittance Email:
	

	Name of Bank:
	
	Branch
	

	Account Name:
	

	Account No:
	

	Section 3 – Health and Safety

	To understand what sort of health and safety you need, please indicate which category you are in:

	☐	SUPPLIER – Physical Works
	An organisation that performs physical work on Council’s behalf. This includes examples such as construction, civil works, maintenance, mowing, roading etc. 

	☐	SUPPLIER – 
Goods & Services
	Provides goods and services to Council. Includes providing products such as office equipment, first aid equipment etc, and services vehicle maintenance etc. 

	· If you are a supplier of goods & services, please go on through to section 5.
· If you are a supplier doing physical works, please work through section 4 – Risk Level below.




	Section 4 - Risk Level

	Health & Safety Risk Categories
Western Bay of Plenty District Council assesses the level of risk that new suppliers may be exposed to when undertaking their activity. Please read the following guide to provide your risk level in the form.

	Risk Category Guide

	High/Very High
	· Any hazardous work that requires notification to WorkSafe NZ.
· Heavy construction, building projects involving structural work, demolition etc
· Work involving the use of power tools or machinery – e.g. diggers, chainsaws, forklifts, ride on mowers, all terrain vehicles/quad bikes etc
· Working at height (feet higher than one metre from ground), using a harness, work on or around a roof
· Working in confined spaces, lone work, hot work, geothermal work etc
· Work around mains voltage electricity, installing building cabling etc.
· Work on or around water, diving etc
· Work with, or removal of, hazardous material eg asbestos, silica, lead paint etc
· Handling hazardous (and toxic) chemicals
· Tree felling or tree pruning that requires notification to WorkSafe NZ
· Pest control
· Use of explosives

	Moderate/
Medium
	· Light construction / engineering work such as minor building work or infrastructure
· Use of non powered hand tools
· Work at height of up to 1 metre
· General maintenance work
· Commercial cleaners
· Plumbing, electrical work (up to 240 VAC)
· Gardening, hand mowing, landscaping
· Brazing and soldering
· Excavations that are not notifiable to WorkSafe NZ
· Training or consultancy services at high-risk sites

	Low
	· Light physical work that does not involve the use of hand or power tools
· Supply of goods or services by those who may come onto council property to deliver or pick up vehicles / goods / items / documents where there is minimal manual handling
· Caterers who deliver food into Council premises under supervision of a Council person
· Power and water supply companies who only come onto site to read meters
· IT consultants involved in minor physical work only e.g. computer use, rack equipment changes etc.
· Photocopier repair service personnel
· People who supply water to water coolers and service
· Office plant care
· Courier drivers who deliver goods
· Painting where no at height work will take place and only acrylic paint is used.

	H&S Risk Level:
	High/Very High  ☐         Moderate/Medium  ☐         Low  ☐	

	If your risk level is either high/very high or moderate/medium, please state below which of the following H&S pre-qualification certification you have and send this through when you return this completed form.

	☐	Tōtika
	Standard: performing or better

	☐	Qualify365
	Standard: performing or better

	☐	Impac
	Standard: 75% or better

	☐	SHE 
	Standard: Pass

	☐	Avetta
	Standard: performing or better

	☐	SiteWise 
	Green Standard: sufficient for most physical works

	☐	SiteWise
	Gold Standard: Needed for larger projects with significant amount of high risk activity




	Section 5 - Supply Categories

	First please select one Tier 1 category. Then select one corresponding Tier 2 category from the relevant section that best represents the majority of what you supply.

	Tier 1
	Tier 2

	☐ Buildings and Facilities Construction, 
     Renewals and Fitouts
	☐ Housing for older persons
☐ Other buildings

	☐ Buildings and Facilities Operations and 
     Supplies
	☐ Chemicals 
☐ Cleaning exteriors and graffiti removal
☐ Cleaning interiors, hygiene, laundry/
     cleaning/ bathroom consumables
☐ Decontamination/asbestos testing and   
     removal/ mould removal
☐ Food and beverage for resale
☐ Furniture
☐ Inspections and testing
☐ Pest control
☐ Relocation, removals and storage
☐ Security guard services
☐ Soft furnishings
☐ Whiteware and small appliances
☐ Working at height/ lifting/ safety equipment

	☐ Buildings and Facilities Repairs and 
     Maintenance
	☐Building/ hardware supplies and other   
    materials
☐Concrete/ paving/ textured surfaces
☐Electrical
☐Flooring
☐Glazing
☐Handyman services/ minor maintenance/ 
    carpentry
☐Painting and decorating
☐Plumbing/ drainage/ gas
☐Roofing

	☐ Buildings and Facilities Systems and 
     Related services
	☐Access control/ security alarm systems/ alarm 
    monitoring/ locksmiths/ CCTV
☐Automatic and roller doors
☐Fire protection and detection equipment
☐First aid/ defibrillators
☐Mechanical building services (lifts and HVAC)




	☐ Business and Financial Services
	☐Audit and Risk Service
☐ Banking and investments products and 
     services
☐ Cash and debt collection
☐ Financial and accounting services
☐ Insurance
☐ Legal and conveyancing
☐ Management and consulting
☐ Valuations

	☐ Coastal Structures
	☐ New Construction
☐ Repairs, renewals and maintenance

	☐ Communications and Engagement
	☐ Advertising and media buy
☐ Communications, consultation, PR, marketing, 
     marketing research
☐ Creative services, graphic design, photography, 
     video, website
☐ Customer engagement and call centre
☐ Printing and publications
☐ Signage (other than street signage)

	☐ Communities and Events
	☐ Art and Artists
☐ Community events and entertainment
☐ Venue and equipment hire

	☐ Employment
	☐ Gifts and recognition expenses
☐ PPE and uniforms
☐ Recruitment – agency fees
☐ Recruitment advertising
☐ Specialist HR services
☐ Subscriptions and memberships
☐ Temporary labour
☐ Training and conferences

	☐ Energy
	☐ Electricity – Other
☐ Electricity – street lighting
☐ Gas

	☐ Enforcement and Inspections

	☐ Animal control products and services
☐ Building inspections
☐ Noise and security enforcement

	☐ Engineering Plant, Equipment and Parts
	☐ Hire or purchase and installation and testing
☐ Operation, repairs and maintenance

	☐ ICT
	☐ Cloud services
☐ Computer software and systems
☐ Consulting services
☐ Devices and accessories
☐ Equipment leasing
☐ Network, servers and ICT infrastructure
☐ Voice and data

	☐ Office Related Supplies and Services
	☐ Catering for events and meetings
☐ Kitchen/ canteen consumables
☐ Office consumables, including paper, printing 
     and other consumables
☐ Office equipment, including printers/ scanners
☐ Plants hire
☐ Postage, courier, freight and mail outs
☐ Records management, document storage and  
     archive

	☐ Recreation & Open Spaces
	☐ Arborists and tree services
☐ Equipment maintenance
☐ Equipment supply
☐ Fencing and minor structures
☐ Mowing, garden maintenance and weed 
     control
☐ Native regeneration
☐ New landscaping and landscape design
☐ Nurseries and landscaping supplies
☐ Sportsfield management and maintenance, 
     irrigation

	☐ Other
	☐ Other

	☐ Professional Services
	☐ Architectural and design
☐ Asset management, facilities management, 
     property management
☐ Elections and governance
☐ Engineering, project management and 
     procurement
☐ Environmental and Sustainability
☐ Planning, development, consents, regulatory
☐ Quantity surveying
☐ Soil, water and other environmental testing
☐ Specialist services

	☐ Roading, Traffic and Parking
	☐ New construction
☐ Operations
☐ Renewals and maintenance

	☐ Solid Waste Collection, Transportation 
     and Disposal
	☐ Confidential waste
☐ General waste
☐ Hazardous/ contaminated waste
☐ Waste minimisation, recycling and reuse, 
     e-waste, organic waste/ composting

	☐ Stormwater Reticulation
	☐ New construction
☐ Repairs, renewals and maintenance




	☐ Travel and Accommodation
	☐ Accommodation
☐ Air fares
☐ Car hire, taxis, public transport, parking, tolls, 
     other

	☐ Vehicles
	☐ Fuel and consumables
☐ Repairs, maintenance, registration and WOFs
☐ Vehicle purchase/ lease/ disposal

	☐ Wastewater Reticulation
	☐ New construction
☐ Operations
☐ Repairs, renewals and maintenance

	☐ Wastewater Treatment and Disposal
	☐ New construction
☐ Operations
☐ Repairs, renewals and maintenance

	☐ Water Reticulation
	☐ New construction
☐ Operations
☐ Repairs, renewals and maintenance

	☐ Water Treatment and Supply
	☐ New construction
☐ Operations
☐ Repairs, renewals and maintenance

	For more information on these categories please use the link below
Purchase Orders and Invoicing - Western Bay of Plenty District Council




	Section 6 - Supplier Agreement and Authorisation

	I have attached an image (in colour) of my bank deposit slip / online banking showing my bank logo, and account name and number.
	YES ☐          NO ☐

	I have the authority to sign on behalf of my organisation.
	YES ☐          NO ☐

	I have read & accept Council's Terms and Conditions
	YES ☐          NO ☐

	I have read & accepted the NZGP Code of Conduct and will act in accordance with Council’s Procurement Principles and New Zealand legislation. 
	          
YES ☐          NO ☐

	Name:

	

	Position:
	

	Signature:

	

	Date:
	








	To Be Completed by WBOPDC Council Staff Member

	Staff Member Name:
	

	Position:
	

	Form Checked
	Have you checked this form has been completed correctly and appropriate documents attached? ☐

	What is this creditor required for?
	

	Is this creditor for a contract?
	YES  ☐      NO  ☐    
	Contract No:
	

	Payment Due Dates: 
	Please choose one of the below:
☐   20th of the month following (standard)
☐   14 days
☐   7 days

If you have chosen either 14 or 7 days, please give the reason/rationale for this:  



	
WBOPDC staff member to send form to accounts@westernbay.govt.nz once the new supplier account form has been completed 
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