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1. Visit www.mynewsaccount.co.uk 

2. Click on the open account tab at the top of the screen. 

New Account - How to request a quote 
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3. Complete the application in full, ensuring all fields marked with a * besides it are complete. 

IMPORTANT: Please ensure your contact details are the best contact details to contact you on during the entire application process,  
specifically your email address and telephone number. 
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4. When you have submitted your application for closure the following message (below) will appear. 

5. Within 48 working hours, you will receive an email with your quotation and instructions on how to  
progress your application for newspapers and magazines supply. 

 
 
Please note: your quotation is valid for only 30 days. After 30 days, it will expire and you  
will need to reapply. 

 
 
If you have any queries, call Central Retail Services on 0345 121 2235 or email:  
mynewsaccount@smithsnews.co.uk. 
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If you would like to proceed with your application for newspapers and magazines, you will need to refer  
to your original quotation email (subject header called Smiths News – Your Quotation). 

Please pay close attention to the following information in the content of the email 

Administration Fee: You  
are required to pay a one of  
administration fee of 
£130+VAT. 

Deposit: your deposit  
will be returned to you  
after 48 weeks of trading  
providing you remain  
with your payment T&Cs. 

 
Delivery Service  
Charge: This is the  
charge which is  
applied weekly to  
your invoice, for us  
to deliver your  
stock and pick up  
your returns. 
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1. To proceed with your application, you will need to click on the link supplied in the email: 

2. You will be taken to our website and will be asked to enter your email address and create a  
password. This password must be 6 characters long with at least 1 Capital letter and 1 number. E.g.  
Smiths1. 

3. You will now need to complete the online application. 
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This should be the  
trading name of the  
site. 
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Please confirm  
whether you are  
a tenant or a  
owner and your  
business  
structure. 

*Please ensure you complete the highlighted fields below: 



If you are using a Solicitor, please submit your solicitor information below. If not  
proceed to step 4. 
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Please complete all your information relating business structure below. 
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If you operate as a LTD  
company, please ensure you  
enter your Company  
Registration Number,  
provided by Company's  
House. If you have a 7 digit  
number, please put a 0 in  
front of it. 



At this stage, please check all the information you have provided is correct. If there are any errors,  
this may delay your application. 

 
 
When you reach the stage below, please ensure you tick the box below to confirm your acceptance for  
our terms and conditions. Our terms and conditions can be found on our website. You will also need to  
enter your date of birth. 
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To complete your application, please follow the steps below: 

 Please quote your reference number from the online application on your payment and ID  
documents. 

 You will need to send your completed Direct Debit Mandate and deposit (as previously confirmed via  
email). These need to be posted to; Smiths News, Rowan House, Cherry Orchard North, Kembrey 
Park, Swindon, SN2 8UH 

 Provide certified ID* and send it to: Central Retail Services, Smiths News, Blockhouse Close,  
Worcester, WR1 2BT. 

Once we have received the requested items (listed above) we will proceed with your  
application and take the following next steps: 

 We will contact you and provide you with a Unique Reference Number (URN) 

 A survey for your store will be requested. On completion of the survey, we will call you to discuss 
and agree a date when you will start 
receiving your newspaper and magazine supplies 

 Your agreed deliveries will be delivered on the agreed date If you have any queries please contact  
Central Retail Services on 0345 121 2235 or email: mynewsaccount@smithsnews.co.uk. 

*For information on how to supply certified ID, please visit mynewsaccount.co.uk. 
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How to transfer an account - existing owner 



1. Please visit www.mynewsaccount.co.uk 

2. Please click on the transfer account tab at the top of the screen 

Submitting your details 
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3. Complete the application in full, paying close attention to all fields with a * besides it. 
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Your forwarding address  
is where your final bill  
will be sent and all other  
future correspondence  
will be sent including  
any outstanding deposit  
owed to you. 



If you don’t hear from us within 10 working days, please call: 0345 121 2235 or email: 
mynewsaccount@smithsnews.co.uk 
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4. Please ensure all information on all partners is supplied 

16 

5. Please enter the buyers details, so we can contact them regarding the transfer. 

 

Please ensure you are  
including your  
anticipated transfer  
date. 

 
Please ensure you tick to  
advise you read and  
understood the T&Cs 

 
6.We will conduct security checks on your application and contact the new owner of the account  
to progress this application forward. If we have any queries, we will be in contact via email or  
telephone. 
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How to transfer an account - new owner 



1.As the previous owner will have provided your contact details (see page 16) you will receive an email  
titled ‘Welcome New Account Holder’ 

2. The email will outline the required deposit and delivery service charge. Here is an example is below: 

Completing the application – new owner 
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3.You’ll then need to click on the link in the email. If your link doesn’t work, please copy and paste the  
URL into your browser. 

 
 

4. Please complete all fields, paying close attention to all fields with a * besides it. 

Please confirm  
what supply  
you require 

 
Please  
confirm the  
time your  
shop will be  
opening 
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5. Please complete all your relevant fields, paying close attention to all fields with a * besides it. 

Please ensure you  
include the new  
trading name of  
your store. 

Please confirm the  
structure of your  
business 
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6. You will need to confirm if you will be using a solicitor. 
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7. Please complete all details below, paying close attention to all fields with a * besides it. 
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Please ensure  
you are adding in  
your date of birth 

Please ensure  
your full address  
is provided 



8. All your information submitted, will be confirmed on the last page as per below. 

Please confirm your  
acceptance, and your  
date of birth. 
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9. To complete your transfer of ownership application, please follow the steps below: 

 Please quote your reference number from the online application on your payment and ID  
documents. 

 You will need to send your completed Direct Debit Mandate and deposit (as previously confirmed via  
email). These need to be posted to; Smiths News, Rowan House, Cherry Orchard North, Kembrey 
Park, Swindon, SN2 8UH 

 Provide certified ID* and send it to: Central Retail Services, Smiths News, Blockhouse Close,  
Worcester, WR1 2BT. 

 
 

Once we have received the requested items above, we will proceed with your application  
and take the following next steps: 

 We will contact you and provide you with a Unique Reference Number (URN) 

 A survey of your store will be requested. On completion of the survey, we will call you to 
discuss and agree a date when you will start  receiving your newspaper and magazine 
supplies 

 Your agreed deliveries will be delivered on the agreed date If you have any queries please contact  
Central Retail Services on 0345 121 2235 or email: mynewsaccount@smithsnews.co.uk. 

*For information on how to supply certified ID, please visit mynewsaccount.co.uk. 
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How to close an account 



1. Please visit www.mynewsaccount.co.uk 

2. Please click on the Close Account tab at the top of the screen 

Submitting your details 
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3. You will need to decide if you would like to permanently close the account or temporarily. 

4. You will need to confirm that you are closing your account and not selling the business. 

5. Continue to complete the online application, paying close attention to all fields with a * besides it. 
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This is the address  
all future  
correspondence will  
be sent to. 

As per our terms and  
conditions; customers  
are required to give a  
minimum of 12 weeks  
notice if trading over 1  
year or 26 weeks  
notice if under 1 year.  
However, we will look  
to accommodate your  
needs as much as  
possible. Please call  
0345 121 2235 to 
discuss this further. 
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6. Once you have submitted your application for closure the below message will appear. 

7.Within 48 working hours we will complete security checks necessary to process your application.  
Any issues we will call you on the telephone number provided. 

 

8.Once your closure has been made, you will receive an email confirming the closure. Please ensure  
all outstanding payments are made. 
 

Should you have any queries, please call us on 0345 121 2235 or email:  
mynewsaccount@smithsnews.co.uk 
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