APPENDIX 10
PURCHASE ORDERS & the PURCHASE ORDER REGISTER

(Reviewed 1/7/2017)

This is covered under the FR para 16 “Orders for Work, Goods and Services” and para 17 “Payments”

Ordering goods, works or services

The value (ref financial thresholds) of the goods works or services dictates how it’s procured. This is covered in detail in the Procurement Toolkit (Appendix 6). The following is a brief summary of the key action points of the processes and procedures post procurement.
· London Councils financial regulations require an official purchase order to be completed prior to placing an order for goods or services.
·  Purchase order pads are a controlled stationery item and are only issued to nominated holders within each directorate.

· Each purchase order consists of three copies. 
· The top (white copy) is sent to the supplier while the pink and blue copies are initially retained by the issuing officer.
·  Purchase orders can only be signed by authorised signatories who should ensure that the correct account code has been inserted in the relevant fields on the pink and blue copies in order to identify which budget to allocate the costs.
·  A list of account codes can be obtained from the finance section.

· Officers who authorise purchase orders must ensure that the total value of the expenditure is within their approved budget allocation. (ref APPENDIX 5)
· No purchase order should be issued without a price. In circumstances where a definite price cannot be ascertained at the time of issue, a maximum price (ie price not to exceed) must be written on the order.

· Once the white copy of the purchase order has been issued its details should be recorded on the purchase order register (See Step 1 below for guidance) . 
Paying invoices
· When an invoice is received and officers are satisfied with the goods or services delivered, the invoice should be signed-off and sent to the finance section with the pink copy of the purchase order attached for payment. 

· Officers should retain the blue copy of the purchase order for their records, cross through it and mark it as paid.

· Officers should note that the finance section will not process any invoices for payment that do not have a valid purchase order attached.

· Officers should ensure that all invoices are date stamped when received. Invoices should also be stamped with the payment authorisation stamp and an authorised signatory must sign the appropriate fields and ensure that the purchase order number and account code fields have been completed. All directorates have been issued with payment authorisation stamps and any officers requiring an additional stamp should contact the Finance section.

· In accordance with the financial regulations the officer that authorises an invoice for payment should not be the same officer that has authorised the purchase order.

· In cases where there is more than one invoice for a supply of goods or services ie monthly invoices on an annual contract, officers should attach a photocopy of the pink copy of the PO to the invoices sent to the Finance section. Only when the final invoice is received should the actual pink copy be attached.

· Officers should note that London Councils has signed up to the Better Payment Practice Code and we aim to pay all invoices within 30 days of receipt unless other payment terms have been agreed with the supplier. Therefore, officers should process their invoices promptly and not hold on to them for an unreasonable period. The late payment of invoices can lead to claims under the Late Payment of Commercial Debt (Interest) Act and adversely affect our credit ratings.

· Officers should also remember to update their directorate’s purchase order register at this stage. (See Step 2 below for guidance)
PURCHASE ORDER REGISTER - GUIDANCE
The purchase order register is used to record and control the issue of purchase orders which enables the London Councils to ascertain its financial commitments and liabilities at any given time. The register is an important part of London Councils financial management procedures within each Directorate.
Cancelled Purchase Orders

· Please note, that If after a purchase order has been issued it is cancelled it must not be destroyed but officers should strike it through writing “Cancelled” across it and file with the completed purchase orders. This is important for audit and control purposes.

The Purchase Order Registers for each directorate are available from K:\Corporate Finance\Budgetary Control Information .To maintain the PO register there are three simple steps to follow once the purchase order has been completed:

Step 1 - Issuing of Purchase Order

· Go to“My Computer” to view the available drives 

· Access the Corporate Finance\Budgetary Control Information folder on the K;\ drive 

· Select the relevant financial year 

· Double click on your directorate’s folder 

· Open the Purchase Order Register spreadsheet which will look like as below:-
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The first two columns highlighted in Red are for Finance use only!

The remaining columns are to be completed as follows:

· Column C – Input the account code 

· Column D – Input the date the purchase order was issued 

· Column E – Input the initials of the officer who placed the order 

· Column F – Input the supplier’s name 

· Column G – Input the purchase order value (or maximum value if applicable)

This information should be entered as soon after issuing the purchase order in order to maintain an accurate control and status of all orders issued. Finally, once all your purchase orders have been entered please save and close the spreadsheet.

Step 2 - Invoice Matching / Authorisation

All suppliers must quote the Purchase Order number on their invoice, without which it is impossible to match with the relevent purchase order and Accounts will be unable to make a payment. 
· When an Invoice is received, attach this to the relevant pink copy of the Purchase Order, then stamp with the “authorisation check box”, which once completed is the authorisation to Accounts to pay the invoice. 
[image: image2.png]LONDON COUNCILS

Deportments

Authorisation of invoice
For Payment

Goods received/checked
Purchase Order attached

Purchase Order NO: wmssesemnsmmenssmenmenss
Expenditure COAE: suemmemmoemssssmsesmonsss
Fingnce Section
CBIS Ref./Date
Certified for Payment





· The signatory is confirming
· That the goods, works or services have been received
· The Purchase order number 

· the expenditure code(s), 
· Once signed, pass for payment to Corporate Resources – Accounts.

· It is recommended that Officers should retain the blue copy of the purchase order for their records, cross through it, date it and mark it as paid.
· You’ll need to update the register as follows:- 
· Access your Purchase Order Register as in Step 1.

· Input the invoice amount (£) in column H and if it’s the only invoice for that purchase order

· enter the date in “Matched & Passed Final Inv to Finance” in final column, then:-

· go to the cell where the amount has been entered and right click the mouse button, select “insert comment”, a yellow box will open up into which the invoice number and the date it was sent to finance for payment should be entered.

· once you’ve completed this “save” the spreadsheet before exiting.

· If more than one invoice is being rendered for an individual Purchase Order e.g. for consultancy / research then a copy of the purchase order should be attached.

· repeat the process above for subsequent invoices as they are received, invoice 2, invoice 3 etc. ensuring that the details are recorded on both the pink and blue copies thus:-
· Date, Invoice No, Amount

· Only when the final payment is made should the pink copy of the purchase order be sent to finance, this confirms that all goods, works or services have been completed and then
· the blue copy of the purchase order can be crossed through , dated and marked it as final payment made.

· Don’t forget to “save” the spreadsheet before exiting!

Cancelled Purchase Orders

· Please note, that If after a purchase order has been issued it is cancelled it must not be destroyed but officers should update the register and insert “Cancelled” in Column F.

Step 3 – Payment Verification

· At the end of each month Corporate Resources – Finance Section will save an income and expenditure report in the following folder on the shared drive  K:\ Corporate Finance\Budgetary Control Information\ All Transactions detailing the payments of all invoices passed for payment in that period. 

· These reports must be checked monthly to ensure that the invoices passed for payment are recorded correctly e.g. correct codes. Any items that you’re not familiar should be queried with Corporate Resources – Finance Section. 

· In order to update access the purchase order register as in step 1. 

· Insert Yes into the final column “Confirm Payments in Accounts” for all invoices sent to the Finance section for payment that appear on the income and expenditure report. 
Please do not hesitate to contact the Finance section if you have any queries on the contents of this guidance note.
