
‘No Purchase order no pay’ – changes to the way we make payments  

 

Starting from 1 April 2017 Selby District Council will be making an important change to the way it 

makes payment to suppliers for invoiced services.  

If you supply us with services please make yourself aware of our new ‘no purchase order, no pay' 

policy. 

 
 

What is 'no purchase order, no pay'? 

The 'no purchase order, no pay' policy means that any invoice submitted to the council without a 

valid purchase order number will be held in dispute, and will not be paid until a purchase order 

number is provided. 

 

All council staff will be aware of this requirement, so please do not accept any order from us that 

does not include a valid purchase order number. 

 

Why 'no purchase order, no pay'? 

A policy of 'no purchase order, no pay' will ensure that invoices received by the council are 

processed efficiently, and that any delays experienced by our suppliers and contractors are minimal. 

It also ensures that we only pay for goods, services, and works which have been properly ordered 

and authorised in accordance with the council's contract standing orders and procurement rules, 

financial procedure rules and key controls 
 

 

What should a supplier do if their invoice is held because of a missing purchase order 

number? 

If this occurs you will need to request a purchase order number directly from the council officer who 

requisitioned your goods, works or services. 

 

 

How will the Council submit purchase orders? 

The majority of orders placed by the council are done electronically via email. Where this is not 

possible, orders will be placed via post. 

It is your responsibility to ensure that you request a valid purchase order for any orders for which 

you will invoice Selby District Council. 

Do we have your most up to date payment details?  



To ensure that the Council has the most up to date contact and payment details, please return the 

attached form by post or email.  

If you have any further questions 

If you have any queries relating to this notice please contact the Accounts Payable team on 01757 

292172, or email creditors@selby.gov.uk. 
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