
 

 

Leeds Gryphons Playing Kit Ordering Advice 
  
 
Ordering kit for your club or society can be a relatively easy process, but it can also get quite 
complicated if you are not 100% certain of what steps you need to take. This document aims to 
explain the general ordering process, as well as highlight any potential issues that you may 
encounter. The process has been broken into the stages outlined below.  
 
(If you are using Surridge as the supplier for your playing kit, you can skip to Stage Three) 
 
Stage One: Choosing a Supplier(s)  
There are a huge number of companies that are able to provide bespoke playing kit to university 
sports teams, it is important to make sure you find one that follows the following criteria depending 
on your individual team’s needs. Here is a list of factors to consider:  

● Reputation  

● Specialisation  

● Cost  

● Quality  

● Lead Times  
 
Stage Two: Meeting the Supplier 
Once chosen, you should meet your supplier in person to discuss what you will be purchasing.  
Before your meeting, provide them with a list of your requirements to allow them to produce some 
samples or graphics at the meeting.  
 
In this list you should include:  

● The Leeds Sport Kit Guidelines which explain the required colours, fonts and images 
required on each piece of kit. A copy of this document has been supplied to you for you to 
send directly to the supplier. 

● If your sport has any specific requirements for kit, such as NCAA regulations for Basketball, 
American Football etc, make sure to identify these and send a copy to the supplier.  

● The number of items you would be looking to order.  

● Where possible, a number of the products which could suit your needs if they have a 
catalogue.  

 
You should consider asking questions about 

● Where the product is made. 

● Is the product off the rack or bespoke (made to order)?  

● What the price of the blank product will be, both with and without VAT.  

● How long the lead time for delivery is.  

● Where the products will be embellished.  

● How much each embellishment will cost, with and without VAT.  
● Who else they have dealt with. You may want to contact other sports clubs and ask about 

their experience of doing business with the supplier. 
 
 



 

 

Please consider at this stage that most lead times tend to be around 12 weeks. When you order kit 
make sure you leave an extra 2/3 weeks in case anything unexpected happens.  
 
Finally, make sure you send the supplier an email with a summary of your meeting notes. It is 
imperative that any agreements made during the meeting are followed up with emails so all 
agreements are in writing, and can be referred back to at a later date.  
 
Stage Three: Approval 
Any designs or graphics that the supplier produces must be first sent to Dani for approval 

(D.L.Murdock@leeds.ac.uk). It should be noted that: 

● Due to the number of clubs submitting designs, approval may take several days.  

● There may be some cases in which the products may not match up exactly with the product 
guidelines (colour pantones on off the rack products may not be 100% accurate). In this 
case, you must make Dani aware of this and provide any reasoning for it.  

● Similarly, sporting specific kit requirements that influence the design should be highlighted 
so the individual case can be considered in the approval process.  

● Even if the initial product is approved, any revisions that you make must be approved again.  
● Even if a previous year’s design is reused, it must still be approved 

 
Stage Four: Ordering 
Once the designs have been fully approved, you are cleared to proceed to the final stage of ordering. 
When placing the final order with the supplier please make sure you clearly define quantities, sizes 
and types of kit. 

Copy Dani into this email. When the supplier returns with a quote or invoice, she will get it approved 
by our finance team. Only then can the money be released from you club’s account and the order 
finalised.  

It is useful to keep Dani copied into your ongoing correspondence with supplier in case any problems 
arise. 
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