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INTRODUCTION

Welcome to CBRE’s mySupplier
Registration Manual for New Suppliers

CBRE is firmly committed to conducting 
business with the highest integrity and 
to promoting ethical business conduct 
with our supply community.

As a supplier of products and/or 
services to CBRE and our clients, your 
company is critical to our success.

mySupplier is CBRE’s gateway to 
onboarding, compliance and supplier 
engagement that allows you to self-
manage your company information 
and important reference documents 
and demonstrate your compliance to 
CBRE’s business standards

This manual will guide you through the 
steps to complete the online registration 
process.

Low-risk suppliers will move through a 
simplified question set.

If you are a high-risk supplier, you may 
be required to complete additional 
information with a third-party agency 
who will provide an independent 
assessment. The service is subject to a 
fee, which is to be paid directly to to the 
provider.

If you need additional support, contact 
apacsupplychainoperations@cbre.com

mailto:apacsupplychainoperations@cbre.com
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REGISTERING WITH MYSUPPLIER

Goods & Services Provided

Company & Contact 

Information

Environmental, Social & 

Governance (ESG)

Health & Safety

Licenses, Permits,

Certificates & Insurances

Business Continuity & Data 

Protection

CBRE Policies

Updates
& Amendments

New Supplier
Registration
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STEP 1- SUPPLIER REGISTRATION

1

1. Click on this link to 
register your details 
and set up a password.

Tip

An authorised 
representative is 
someone who is 
designated to act or 
make representations on 
behalf of the company 
or sole trader
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STEP 2 – PASSWORD UPDATE, EMAIL VALIDATION

1

1. Click to select your 
language.

2. Click to update your 
mySupplier account 
information.

2
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STEP 2 – PASSWORD UPDATE, EMAIL VALIDATION

3. Enter your first and last 
name.

4. Click submit to proceed.

4

3
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STEP 2 – PASSWORD UPDATE, EMAIL VALIDATION

5. Set up your password 
following the guidelines for 
password creation.

6. Click submit to proceed.

5

6
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STEP 2 – PASSWORD UPDATE, EMAIL VALIDATION

7. Click to start registration.
7
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STEP 3 – LOG IN

1

1. Enter the username and 
password from the 
registration process.

1
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NAVIGATING

2. When ready, click the 
“Next” button or move 

to another section 
using the navigation 
tabs.

Navigation 
Tabs

1

2

1. Click the world icon at 
the upper right corder 
to change your 
preferred language
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STEP 4 – ORGANIZATION INFORMATION

1. Ensure you answer all 
mandatory questions 
with *.

2. Click Next or simply 
go to the next 
navigation tab to 
proceed.

2

Tip

Data is saved and accepted 
when you see a green check

*Company registration ID should
be reflected in the 
company/business registration 
form. See page 13/14 for 
country specific details.

**If not found in the business
registration form, a supporting
document should be uploaded
showing the registered address

1



© 2020 CBRE | CONFIDENTIAL & PROPRIETARY
12

STEP 5 – TAX & BANKING INFORMATION

1. Important: Please 
carefully read the 
instructions on the 
documentation 
required in the 
Letterhead Upload 
section to avoid delays 
in your registration. 
You need to upload 3 
documents: 

a. Company 
Registration Cert

b. Tax Registration Cert 
(if you are GST/VAT 
registered)

c. Bank 
Statement/Cancelled 
Cheque signed by an 
authorized rep of 
your company

1

Tip

IMPORTANT

Fill out all the fields in the
Banking Details section. The
information you entered 
should be evident in your 
bank certificate or any BANK 
issued document.

*See next page for the 
country-specific 
requirements.
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DOCUMENTS YOU NEED TO UPLOAD

Refer to your country for a list of documents you need to upload under the letterhead upload section to support the details you have entered in the Organisation Information, 
Registered Address, Tax Information and Banking Details section

Company Info Documents to Upload

AUS HKG IND IDN MYR

Organisation/Business Registration 
Number and Registered Address

ABN Certificate Business/Company 
Registration 
Certificate

Corporate Identity 
Number reflected in 

the Certificate of 
Incorporation

NIB/TDP /Company 
Registration 
Certificate

'Form 9/SSM 
certificate

Tax ID (if different from Business 
Registration Number

ABN/TFN Certificate

If Any PAN Certificate NPWP/Tax 
Registration 
Certificate

LHDN certificate

VAT/GST Number (if applicable) If Any GST certificate 
(Form GST REG-06)

NPWP/Sales Tax 
Registration 
Certificate

'LHDN/SST 
certificate

Bank Issued Document Bank Certificate / Bank Statement (you may cover or mask the amounts in the bank statement / Cancelled 
Cheque
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DOCUMENTS YOU NEED TO UPLOAD

Please refer to your country for a list of documents you need to upload under the letterhead upload section to support the details you have entered in the Organisation Information, 
Registered Address, Tax Information and Banking Details section

Company Info Documents to Upload

NZD PHL SGP VNM

Organisation/Business Registration Number 
and Registered Address

Company Registration 
Certificate

SEC/DTI Certificate ACRA Company Profile

Company Registration 
Certifcate

Tax ID (if different from Business Registration 
Number

Tax Registration 
Certificate

BIR 2303 / Certificate of 
Registration

ACRA/IRAS Certificate

VAT/GST Number (if applicable)

GST Certificate

GST certificate

Bank Issued Document Bank Certificate / Bank Statement (you may cover or mask the amounts in the bank statement / 
Cancelled Cheque
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STEP 6 – GOODS OR SERVICES PROVIDED

1. Input all of the 
countries and region 
where your 
organization provides 
goods and/or 
services.

2. Identify all goods 
and/or services 
provided by your 
company (expand 
each category for 
more details).

3. Provide key words that 
will help us better find 
your company with a 
free text search (ex: 
Cleaning, janitorial, 
training, etc).

1

2

3
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STEP 7 – HEALTH & SAFETY 

1. Mandatory Response 
Required: If you are a 
high-risk supplier, you 
may be required to 
complete additional 
information with a 
third-party agency that 
will provide an 
independent 
assessment. This will be 
subject to a fee.

1
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STEP 8 – ENVIRONMENTAL, SOCIAL & GOVERNANCE 

This section focuses on 
your company policies. A 
response is not mandatory 
(for most countries), but it 
is important to understand 
your alignment with 
CBRE’s business values. 
Please provide documents 
where possible.

*For AUSTRALIA suppliers, 
please complete the 
Modern Slavery 
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STEP 9 – BUSINESS CONTINUITY & DATA PROTECTION

1. If your services involve 
sensitive data or 
access to client 
systems, you will be 
asked to complete a 
more comprehensive 
data protection 
assessment. This is an 
internal CBRE process 
and not subject to any 
fees.

1
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STEP 10 – LICENSES, PERMITS, CERTIFICATES, 
INSURANCES & DISASTER RECOVERY

1. If you answer Yes to 
Licenses or Permits, 
you will be asked to 
attach documents.

2. We will monitor 
insurance dates and 

system will notify you 
to update the  
information as it 
becomes due.

2

1
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STEP 11 – KEY PERSON CONTACT INFORMATION

Please provide us with 
details for the best 
people for CBRE to 
contact in each 
different function.
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STEP 12 – GOVERNMENT AFFILIATION, LEGAL & 
FINANCIAL JUDGEMENTS

All questions are 

mandatory.

If you answer “Yes” to 
any question, please 
provide additional 
information.

Your registration will be 
further reviewed by our 
Compliance team and 
you may be contacted for 
further information.
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STEP 13 – CBRE POLICIES

1

1. Review the CBRE 
Supplier Code of 
Conduct by clicking on 
the link.

All questions in this 
section are 
mandatory.
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STEP 14 – FINANCIAL HISTORY 

1

1. Although not 
mandatory, your 
financial history helps 
us to determine your 
financial health and 
potential for long-term 
partnering.

*Note that some 
countries or businesses 

may require you to 
provide this information

Tip

IMPORTANT

If the financial history section 
is answered, please values in 
ALL fields and ensure to 
validate the information with 
your finance team to avoid 
any delays in your 
onboarding.
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STEP 15 – DIVERSITY

1

1. Hover over the blue 
icon to get more 
information on what is 
being asked.
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STEP 15 – SUBMIT REGISTRATION

1. Once you answer all 
questions, confirm that 
all information are 
true and accurate.

2. Click the submit 
Registration button. 
Ensure that all tabs 
are marked with a 
checked green box in 
order for your 
submission to be 
successful.

1

1

2

What happens next?

Your registration will be 
reviewed by CBRE and you 
may be contacted to clarify 
your responses or provide 
additional information.

If you are accepted as a CBRE 
supplier, you will be notified. 
Going forward, you can 
manage your company 
details through mySupplier.
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CONTACTS AND HELP

If you need additional support in completing your registration, please contact 

the mySupplier support team at apacsupplychain.operations@cbre.com.

You may also refer to the FAQ for additional help.

Other useful reference materials

Suppler Code of Conduct

Supplier Diversity Program

CBRE Slavery and Human Trafficking Statement

Corporate Responsibility

mailto:apacsupplychain.operations@cbre.com
https://www.cbre.com/About/Suppliers/mySupplier-Training-Portal/mySupplier-FAQ
https://www.cbre.com/about/corporate-responsibility/pillars/procurement/supplier-code-of-conduct
https://www.cbre.com/about/corporate-responsibility/pillars/procurement/supplier-diversity-program
https://www.cbre.com/about/corporate-responsibility/pillars/procurement/slavery%20and%20human%20trafficking%20statement
https://www.cbre.com/about/corporate-responsibility/pillars/procurement/slavery%20and%20human%20trafficking%20statement


Danke.Спасибо. 감사합니다. ขอบคุณ. ありがとう. Merci.

Gracias. 謝謝. Salamat. Obrigado. .धन्यवाद.شكرا

CBRE © 2017 All Rights Reserved. All information included in this proposal pertaining to CBRE—including but not limited to its operations, employees, technology and clients—are proprietary and confidential, and are supplied with the understanding that they will be held in confidence and not disclosed to third parties without the prior written
consent of CBRE. This letter/proposal is intended solely as a preliminary expression of general intentions and is to be used for discussion purposes only. The parties intend that neither shall have any contractual obligations to the other with respect to the matters referred herein unless and until a definitive agreement has been fully executed and
delivered by the parties. The parties agree that this letter/proposal is not intended to create any agreement or obligation by either party to negotiate a definitive lease/purchase and sale agreement and imposes no duty whatsoever on either party to continue negotiations, including without limitation any obligation to negotiate in good faith or in any
way other than at arm’s length. Prior to delivery of a definitive executed agreement, and without any liability to the other party, either party may (1) propose different terms from those summarised herein, (2) enter into negotiations with other parties and/or (3) unilaterally terminate all negotiations with the other party hereto. CBRE and the CBRE
logo are service marks of CBRE, Inc. and/or its affiliated or related companies in the United States and other countries. All other marks displayed on this document are the property of their respective owners.

THANK YOU. 


