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1.1	As a custodian of public funds, Fenland District Council’s (FDC) “No Purchase Order (PO) No Pay” Guidance ensures that all expenditure is properly authorised, recorded, and compliant with procurement regulations. This guidance supports and strengthens financial control and compliance.
1.2	It ensures that all council expenditure is made via approved suppliers (commercial and non-commercial) and that relevant procurement procedures are followed during onboarding and for any supplier changes.
1.3	It enables approval of budgetary commitments before spending occurs.
1.4	It facilitates effective monitoring of budget commitments against contracts and identifies variances before payments are made.
1.5	It supports prompt invoice payment (within 30 days), contributing to FDC’s positive payment reputation and relationships with suppliers.	
1.6	It enhances accurate and timely financial reporting, budgeting, and forecasting.
1.7	It reduces risk by ensuring terms of engagement are agreed before suppliers begin work for the Council.
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2.1	All staff are responsible for ensuring public funds are protected and must ensure the following:
2.1.1	Not to commit any FDC funds without an approved Purchase Order (PO) unless the item/service is included on the exemption list, see 4.0.
2.1.2	Use only approved suppliers and not purchase items for non-FDC purposes.
2.1.3	Follow Fenland District Councils Code of Procurement found on the Council’s Intranet.
2.1.4	Manage day-to-day supplier relationships to ensure a smooth process.
2.1.5	Raise purchase requisitions in a timely, accurate manner, with full details, aligned with the Council’s Procurement and Purchasing policies/guidance, found on the Council’s Intranet and website. (Eg PO’s over £6000 (Excl VAT) to include 3 quotes.)
2.1.6	Where spend relates to construction, obtain a valid quote (itemising labour and material costs), and attach it to the requisition. The PO must reflect this breakdown in accordance with HMRC Construction Industry Scheme (CIS) rules.
2.1.7	Provide the supplier with the PO number once approved. A digital copy must be emailed to the supplier using the address on file, including terms and conditions. If rejected, requisitioners will be informed.
2.1.8	Receipt goods/services in the finance system promptly upon delivery, to ensure timely invoice payment.
2.1.9	Set up substitutes during periods of absence to avoid approval delays.
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3.1	A Purchase Requisition (PR) is not a valid PO. It is an internal request only and does not authorise financial commitment.
3.2	Under no circumstances should a PR number be shared with suppliers.
3.3	Goods or services must not be ordered from a supplier without a valid PO or approved exemption.
3.4	Service areas must be familiar with FDC’s Procurement and Purchasing Rules, and Standard Terms and Conditions, which are available on the council’s Intranet (internal staff resources).
3.5	Requisitions must be raised for net values (excluding VAT).
3.6	Any required quotations must be obtained and attached to the PR before submission.
3.7 	Invoices must be emailed to invoices@fenland.gov.uk.
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4.1	Invoices received without a valid PO, with an incorrect PO, or without an approved exemption will be returned unpaid to the supplier.  
During an implementation period the Accounts Payable Team (Creditors) will communicate directly with Service areas to offer guidance and training to ensuring alignment with required processes moving forward. 
4.2	FDC will accept an invoice without a PO only in exceptional cases, where prior exemption has been authorised by the Procurement Team.
4.3	A list of current exemptions is maintained by Procurement and includes the following.
· Phone (Where possible these are consolidated to minimise costs)
· Utility bills (Where possible these are consolidated to minimise costs)
· Photocopiers
· Postal Services
· Grants
· Rents
· Payments to public bodies (non-procurement related payments)
· Subscriptions
· Payments to individuals (refunds and expenses)
· Credit card purchases (see Q12 Q & A below)
4.4	If an invoice is returned, suppliers will be advised to contact their FDC point of contact to obtain the correct PO or exemption number before resubmitting the invoice.
4.5	Where a PO is issued after the invoice is received, the remaining value and expiry date of the PO will be checked to ensure the invoice can still be matched and paid.
4.6	All service areas must take timely action (within two working days) to avoid late payment breaches.
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5.1	Open POs are useful for recurring purchases or services under a contract where multiple invoices are expected.
5.2	Open Orders can be raised for a maximum of £750.00, quarterly. They are to be used by specific work areas only, not shared.  
5.3	Open POs must be actively managed to ensure financial control and oversight. To do this, reports will be available to monitor balances. New open PO’s can be raised when the previous one’s limit has been reached.
5.4	The Open PO should align with the contract period but must not cross financial years.
5.5	If purchase is over £750.00 an individual PO is to be raised.
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6.1	Any invoice received without a valid Purchase Order (PO) will be returned to the supplier.  The supplier must obtain a valid PO and include it on the invoice before resubmitting.  No payment will be made until this requirement is met.
A period of implementation will take place in which services will be provided with guidance and support to ensure a smooth transition to the ‘No PO No Pay’ process.
6.2	Breaches in the guidance may result in FDC taking appropriate action, in accordance with its financial regulations and governance procedures.
6.3	Staff who fail to comply with this guidance and its associated procedures may be subject to formal disciplinary measures. In certain cases, access to relevant systems may be suspended or removed.
6.4	Suppliers who provide goods, services, or works to the Council without a valid PO do so at their own risk. The Council reserves the right to take appropriate action, including removal from the approved supplier list. In such cases, payment may be delayed or withheld.
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1. Why does the Council need a No PO No Pay Guidance?
To make sure goods, services and works are correctly ordered and authorised. It reduces payment processing times, allowing suppliers and contractors to be paid promptly.  Suppliers who are paid promptly are more likely to offer better deals and respond quicker to council requirements. 

2. When does No PO No Pay come into effect?
No PO No Pay will apply to all orders of goods, services and works placed from 1st October 2025.
3. How will this guidance be managed?
Suppliers should email invoices to: invoices@fenland.gov.uk. Invoices without a valid PO will be returned. Staff can view invoices in Agresso or request copies from Accounts Payable if needed.
4. Will compliance with No PO No Pay be monitored?
Yes. Accounts Payable and Procurement will monitor compliance and work with service teams and suppliers to address non-compliance by providing support, advice and training where needed.  Repeated non-compliance will be escalated to the relevant manager or director level. 
5. Where do PO numbers come from?
The PO is generated by the Council’s corporate purchasing and payment system (Agresso) and must be given to the supplier before placing an order. Valid PO numbers start with 6000nnnnn.
6. Can we use confirmation orders?
Confirmation Orders are where an ‘unofficial order’ is placed over the phone or via email.  This should only be done in emergency situations and service teams should notify the Procurement Manager and the Chief Accountant.  An official PO needs to be raised in Agresso within 3 working days and provided to the supplier to be included on their invoice. Invoices without a PO may be delayed or unpaid.
7. Are there exceptions? (Exemptions)
Yes, in certain cases;
· Phone (Where possible these are consolidated to minimise costs)
· Utility bills (Where possible these are consolidated to minimise costs)
· Photocopiers
· Postal Services
· Grants
· Rents
· Payments to public bodies (non-procurement related payments)
· Subscriptions
· Payments to individuals (refunds and expenses)
· Credit card purchases (see Q11)
8. Where do I send my invoice?
Email to: invoices@fenland.gov.uk – unless otherwise stated on the PO.  The Accounts Payable team will deal with processing payment.
9. When will I get paid?
Within 30 days of receiving a valid invoice. Invoices without a PO aren’t valid and will be returned.
10. My invoice was returned – what now?
Contact the Council officer who requested the work and ask for a PO. Resubmit the invoice with the PO number quoted.
11. What should I do now?
Ensure that you do not accept any verbal or written order from a Council officer unless a valid PO number is given or there is a valid exemption as set out in Q5, or it is an emergency order.  
If you accept an ‘unofficial order’ by phone or email, ensure you receive an official order with a PO within 3 working days so this can be included on your invoice.
12. Can I use the Council’s credit card?
The council credit card is for low value electronic purchases such as Amazon or internet only providers when our supply chain is unable to supply.  It is for emergencies only.  
The procurement team can advise you on suppliers or contracts we already have in place.
13. Where can I get more information?
Check the Procurement pages on the Council’s intranet and website.
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