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1. INTRODUCTION  
The Health Board has a responsibility to ensure that it makes the best use of scarce resources 
and accounts properly for its use of public money.  
 
2. POLICY STATEMENT  
Hywel Dda Health Board in conjunction with the NHS Wales Shared Services Partnership 
(NWSSP), which operates the Procurement and Accounts Payable functions on behalf of the 
Health Board, will put suitable processes in place to ensure required goods and services are 
received in a timely manner within a cost controlled environment that facilitate the achievement 
of statutory requirements. 
 
3. SCOPE  
This Policy covers all non-pay expenditure (with agreed exceptions as listed in Appendix 1) 
and is applicable to all staff with requisitioning responsibilities within the Health Board.  
 
4. AIMS  
This Policy aims to ensure: 

• that goods and services are ordered appropriately via official Purchase Orders. 

• efficient processes are put in place so that goods are delivered when required  

• cost control  - both in respect of  
o all non-pay expenditure incurred by the Health Board is valid and appropriately 

authorised; and 
o minimising transactional costs associated with payment for goods 

• invoices to suppliers are paid within statutory deadlines. 
 
5. OBJECTIVES   
The principle to be adopted is that if no purchase order has been raised no payment will be 
made for goods and services received – ‘No PO no pay’. As financial resources are further 
constrained accounting properly for their use is imperative. Using the Oracle Purchase Order 
(PO) system allows for improved cost control via the in-built authorisation hierarchy.  
 
Increasingly automated processes minimising transactional costs for ordering of and payment 
for goods and services are being introduced. To ensure we can maximise these opportunities 
and direct as much of our resources as possible to front line service delivery we have to 
improve our use of the PO system.  
 
For this to work effectively there is a responsibility on the Health Board to ensure that all staff 
comply with this policy as it applies to their area of work. Suppliers will also need to play their 
role and provide adequate information when supplying invoices so that they can be paid 
promptly. 
 
6. BODY OF POLICY 
The Health Board wants to make sure that all goods and services it receives have been 
appropriately authorised and suppliers can then be paid promptly.  
 
6.1. Raising a requisition to generate the order 
6.1.1  The first stage in this process is that all goods and services (with agreed 
 exceptions as listed in Appendix 1) are requisitioned via the Oracle PO system. 
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6.1.2 Requisitions can only be approved by an officer with authority for specified code(s) up to 
an agreed threshold in accordance with the Oracle approval hierarchy. The system will 
automatically select the relevant approver.  If the requisitioner manually changes the approver 
the system will continue to automatically flow through the hierarchy until an approver with the 
appropriate threshold for specified code(s) is found.  
6.2. Receipt and payment 
The Accounts Payable function will pay suppliers where:  

• Goods or services have been officially ordered by the Health Board and; 

• The goods or services ordered have been delivered and; 

• A valid invoice has been received 
 
All staff should note that Purchase Orders must be receipted within 2 days of receiving 
the goods/services. Unless the Purchase Order is receipted, payments cannot be made. 
 
To enable payment the following will normally be provided: 

• A valid and approved Oracle PO number and; 

• An Oracle Goods Received Note (GRN) and; 

• A supplier invoice quoting the correct PO number. 

• The PO, GRN and invoice match within agreed tolerance limits 
 
It should be noted that in a number of areas where a regular payment is made against an 
agreed annual value, for example Service Level Agreements, it is deemed appropriate to 
enable payment to be made on the basis of a two-way match on the following: 

• A valid and approved Oracle PO number 

• A supplier invoice quoting the correct PO number 

• The PO and invoice match within agreed tolerance limits. 
 
A list of exceptions to these principles is attached at Appendix 1 whereby invoices without POs 
are accepted.  
 
6.3. Procedure in cases of non compliance 
It is appreciated that some potentially conflicting principles apply here as follows: 

• Suppliers want to be paid – this must be used to incentivise compliance 

• Requisitioners want supplies – this must be used to incentivise compliance. 

• Service to patients must be maintained – which can operate as a disincentive to 
compliance. 

 
Full enforcement could lead to some interruption of supplies which is unacceptable in a 
hospital setting. A range of graded measures are therefore needed. 

• Reminder to staff of  the  procedure and the reasons for it 

• Specific first reminders to non compliant suppliers and requisitioners (Appendix 2 & 3) 

• Remedial retraining and formal performance management for NHS Staff. 

• Suspension of payment to non compliant suppliers 

• Removal of contracts from non compliant suppliers 
           
Repeat offenders will be identified and highlighted to the Audit & Risk Assurance Committee. 
NHS staff who have received retraining and formal performance management but continue to 
persistently breach procedures may be subject to disciplinary procedures. 
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7. RESPONSIBILITIES   
This policy applies to all Health Board staff and NWSSP staff working for Hywel Dda. The 
responsibility for administering it and for highlighting cases of non compliance rests with the 
NWSSP.  In detail this means: 

 
The NWSSP will produce  publicity material and distribute it to suppliers. 

 
The Health Board and the NWSSP will jointly distribute the publicity material to requisitioners 
and approvers and communicate the importance of the initiative. 
 
The NWSSP will monitor levels of compliance. On the first instance of non compliance by 
supplier or staff member a specific reminder letter or email will be sent. 
 
Subsequent instances of non compliance by staff will be formally notified by the NWWSP to 
the Health Board.  It will then be a Health Board decision as to how to manage the staff 
member concerned.  

 
Subsequent instances of non compliance by suppliers will result in invoices being returned 
unpaid. Where this in turn results in the Health Board being placed on stop by the supplier the 
matter will be formally notified to the Health Board. It will then be a joint decision whether to 
protect supply by authorising payment on a discretionary basis or to seek supplies from an 
alternative source. 
 
The NWSSP will produce regular statistics for the Process Improvement Group of the Health 
Board of the level of compliance and the number or formal referrals made. 
 
8. TRAINING  
Training in respect of raising requisitions on Oracle is provided by the Oracle Systems Team 
within the Health Board. Any staff who identify the need for such training as a result of this 
policy should contact the Team to arrange a suitable training slot.  
 
9. IMPLEMENTATION 
9.1. Internal 
An awareness raising campaign will be instigated via the intranet and staff bulletins.  
 

9.2. External 
By exception, letters will be issued to all current suppliers informing them of the Health Board’s 
intention to implement this process and the actions required on their part. 
 
10. MONITORING & AUDIT 
Monitoring of the policy will be ongoing to ensure its effectiveness and impact. NWSSP will be 
providing reports monitoring compliance levels. Hywel Dda Managers will be notified and 
required to take action where there are high levels of non-compliance within their areas of 
responsibility. 
 
Audit of compliance is important to assurance of financial control and will be at the discretion of 
the Chief Internal Auditor. 
 
11.  REVIEW 
This Policy will be reviewed after 3 years, or sooner, as required. 
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12. GLOSSARY OF TERMS 
Term Definition 
  
NWSSP                             NHS Wales Shared Services Partnership 
PO             Purchase Order 
GRN                                  Goods Received Note 
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13. APPENDIX 1 
13.1. Purchase Order Exceptions 
Some items do not require a Purchase Order to be raised as either there are already 
appropriate ordering systems in place or to do so would not be practicable. These exceptions 
are listed below.  
 
Alternative system in place –  

CHC/Nursing Home Payments  
Pharmacy 
NHS Organisations including NCA/IPC 
Nurse bank agency invoices  
Leased car repairs  
Primary Care Contracts including Out of Hours, Low Vision, Collaborative Fees, Blue 
Badges 
Orthotics 
Study Leave 
 

Business Rates 
Eye Tests 
Mobile Phone Charges 
Reimbursements to Patients including Patients travelling 
Telephone Call Charges 
Telephone Line Rental 
Utilities 
Work Permits 
Bunkered Fuel & Fuel Cards 
Purchase Card 
Taxis 
TV Licences 
 
Technical list of Exceptions:- 
Payment of Salary deductions  
Tax, NI & Superannuation 
Petty cash 
Losses & Compensation including Redress 
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14. APPENDIX 2 – SUPPLIER REMINDER LETTER 

 

 

 

   Bwrdd lechyd Prifysgol 
   Hywel Dda  
   University Health Board 

 
 

Ein cyf/Our ref: 

Gofynnwch am/Please ask for: 

Rhif Ffôn /Telephone: 

Ffacs/Facsimile: 

E-bost/E-mail: 

 

 

 

 

  

 

 

ACCOUNTS PAYABLE DEPARTMENT 

 
Dear Supplier      Date: ______________ 
 

 
YOUR INVOICE NO: _____________________ 

 
In accordance with our No PO No Pay Policy and as part of ongoing efforts to improve 
efficiency we are currently monitoring the level or purchasing taking place outside the Oracle 
PO system. 
 
We have recently received the above quoted invoice from yourselves and a valid purchase 
order number was not quoted. Please be advised that use of valid PO numbers is mandatory 
for this category of supplies.  
 
On this occasion the invoice concerned will be passed for retrospective authorisation. We must 
however advise you that this process is discretionary and release of your payment may be 
delayed as a result. If you wish to secure prompt payment in future please do not accept 
orders for this category of supplies without first receiving a valid PO number which then should 
be quoted on your invoice. 
 
If you wish to discuss this matter further, please contact me as Follows:- 
 
Name: ___________________________  Tel No: ___________________ 

 
We are continuing to monitor the level of compliance with this policy, and reserve the right to 
return invoices, suspend payment or review your contract if instances of non compliance with 
our payment policy continue to occur. 
 

Bwrdd Iechyd Prifysgol Hywel Dda yw enw gweithredol Bwrdd Iechyd Prifysgol Lleol Hywel Dda 
Hywel Dda University Health Board is the operational name of Hywel Dda University Local Health Board 

 
Mae’r Gwasanaethau Caffael yn is-adran o fewn Partneriaeth Cydwasanaethau GIG Cymru 
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Procurement Service is a Division of the NHS Wales Shared Services Partnership 

 
 
 
 
Many thanks for your help in resolving this matter 
 
Yours faithfully 
 
 
 
 
Karen Miles 
Director of Finance, Planning & Performance 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Bwrdd Iechyd Prifysgol Hywel Dda yw enw gweithredol Bwrdd Iechyd Prifysgol Lleol Hywel Dda 
Hywel Dda University Health Board is the operational name of Hywel Dda University Local Health Board 

 
Mae’r Gwasanaethau Caffael yn is-adran o fewn Partneriaeth Cydwasanaethau GIG Cymru 
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Procurement Service is a Division of the NHS Wales Shared Services Partnership 

 
15. APPENDIX 3 – STAFF REMINDER LETTER 

 
 
 
 

   Bwrdd lechyd Prifysgol 
   Hywel Dda  
   University Health Board 

 
Ein cyf/Our ref: 

Gofynnwch am/Please ask for: 

Rhif Ffôn /Telephone: 

Ffacs/Facsimile: 

E-bost/E-mail: 

 

 

 

  

 

 

ACCOUNTS PAYABLE DEPARTMENT 

 
Dear Colleague               Date: _____________ 
 

 
No PO No Pay Policy 

 
In accordance with the above Policy and as part of ongoing efforts to improve efficiency we are 
currently monitoring the level of purchasing taking place outside the Oracle PO system. 
 
The following invoice has been received and a Purchase Order Number has not been quoted, but your 
name has been stated by the Supplier as the ordering point of contact:- 
 
Name: ____________________________  Department: ___________________________ 
 
Supplier Name: __________________________________________________________________ 
 
Invoice No: _____________________   Invoice Value: ____________________ 
 
Brief description of goods/services invoiced: _________________________________________ 
 
________________________________________________________________________________ 
 
Please be advised that in accordance with the above Policy, use of Oracle PO numbers is mandatory 
for this category of supplies.  
 
If you did make this purchase through the Oracle system can you please contact me (details below), to 
advise me of the PO Number:- 
 
Name: ___________________________  Tel No: ________________________________ 
  

Bwrdd Iechyd Prifysgol Hywel Dda yw enw gweithredol Bwrdd Iechyd Prifysgol Lleol Hywel Dda 
Hywel Dda University Health Board is the operational name of Hywel Dda University Local Health Board 

 
Mae’r Gwasanaethau Caffael yn is-adran o fewn Partneriaeth Cydwasanaethau GIG Cymru 

Procurement Service is a Division of the NHS Wales Shared Services Partnership 
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This will enable me to take the matter up with the supplier concerned. 
 
Please ensure that supplies of this type are only ordered through the Oracle system. Failure to use the 
Oracle system slows down payment and risks interrupting supplies and is a contravention of the LHB’s 
Standing Financial Instructions. 
 
Many thanks for your help in resolving this matter. 

 
Yours faithfully 
 
 
 
 
Karen Miles 
Director of Finance, Planning & Performance 
 
 
 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Bwrdd Iechyd Prifysgol Hywel Dda yw enw gweithredol Bwrdd Iechyd Prifysgol Lleol Hywel Dda 
Hywel Dda University Health Board is the operational name of Hywel Dda University Local Health Board 

 
Mae’r Gwasanaethau Caffael yn is-adran o fewn Partneriaeth Cydwasanaethau GIG Cymru 

Procurement Service is a Division of the NHS Wales Shared Services Partnership 

 


