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TERMS AND CONDITIONS FOR THE SUPPLY OF GOODS

1. Suppliers must have a valid purchase order number from the Council before they supply goods or services.  You should not accept an order from the Council if an order number cannot be quoted.  Council Staff have been instructed to quote an order number in all cases (some suppliers are exempt from providing a purchase order number e.g. utilities providers, rates and insurances).

2. The Supplier shall produce Purchase Orders to the Council or to the Auditor for inspection if required.
3. The Council will not be responsible for goods supplied or services provided unless covered by an Official Order.
4. Details of the goods (delivery docket) must be sent with the goods.
5. The Order Number must be quoted on Delivery Dockets, Invoices, etc and all correspondence.
6. Suppliers must quote a valid purchase order number on each invoice/credit note issued to the Council.  Any invoice/credit note received which does not quote a valid purchase order, may not be processed and could be returned directly to the supplier.  In any case, invoices/credit notes, which do not quote an order number, may be subject to a delay in payment.
7. The Supplier shall submit an invoice to the Council as specified in the contract or within 30 days of the completion of the Services or delivery of Goods. 
8. All invoices should be addressed to: Accounts Section, Antrim Borough Council, Civic Centre, 50 Stiles Way, Antrim, BT41 2UB.

9. Payments to suppliers will be made within 30 days of the invoice date.
10. All payments will be made via BACS.  The Supplier must ensure that their bank details are submitted with their invoice if not already held on record by the Council.
11. Any alterations in Quantity, Quality Specification and/or Conditions must be confirmed in writing by the Council.
12. All goods are subject to inspection after delivery.  The Council reserves the right to reject any goods which prove to be faulty or not up to sample or specification.
13. Carriage is to be paid to our Delivery Address unless otherwise agreed.
14. No charge will be allowed for packages of any description. All reasonable care will be taken for the safe despatch, at Owner’s Risk and expense, of any whose return is required. Any damage or loss caused by supplier’s failure to pack perfectly will be charged against the account. Separate invoices must be provided for returnable packages.
15. The property and risk in the goods shall remain in the seller until the point of delivery named in the Order.
16. The foregoing conditions are in addition to and without prejudice to the rights of the Council at law. The execution of any purchase order or part thereof constitutes acceptance of these conditions.
