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Mandatory Use of Purchase Orders for all Goods Purchased

The UHL NHS Trust’s Finance & Procurement Directorate is working through a long term strategy to significantly improve internal systems and processes with regard to ‘Purchase to Pay’ and is continually looking at ways to improve the timeliness of payments to suppliers

In this respect considerable time and resource has been taken to fully understand the needs of both suppliers to the Trust and Purchasers in the Trust and to this end the Trust is streamlining systems and processes which will result in seamless purchasing, three way invoice matching and swift payment of invoices

I am sure you will agree that key to this process being successful is the mandatory use of a Purchase Order for each purchase made

In this respect, as from 15th October 2010 the Trust will be mandating the use of Purchase Orders for all goods purchased and will refuse delivery of any item delivered to site without an accompanying CEDAR purchase order number which subsequently could result in delays with payment of invoices

In order to avoid such a situation I would ask your assistance by refusing any order that does not comply with the above, and by making arrangements to ensure that all delivery notes are attached to the outside of all parcels delivered so that the order number is very visible on delivery to site and will therefore not delay delivery drivers whilst checks are made for same

To assist you in this process the only sequence of order numbers that are acceptable to the Trust are of the following and all others should be rejected

LR000001 onwards

GG000001 onwards

LG000001 onwards

CS000001 onwards

MM000001 onwards

Can you please let me know at your earliest opportunity if you have any difficulty with the above requirement

Please also confirm by return e>mail that the process will be put in to practice immediately following receipt of this letter

I look forward to a continuing good working relationship and offer my best attention at all times

Yours faithfully

Dave Evans MCIPS

Head of Supplies Operations

UHL NHS Trust
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