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	NHS Trafford
Better Payment Practice Code

Guide for Suppliers and Contractors Regarding Payment of Invoices


Guide Details

1.0 
Introduction
In accordance with the Institute of Credit Management “Prompt Payment Code”, NHS Trafford is committed to paying all valid invoices per the agreed contract terms or within 30 days of the receipt of goods where no specific terms have been agreed. Further details concerning the Prompt Payment Code and a list of NHS organisations that have signed up to the Code can be found at: http://www.promptpaymentcode.org.uk/
As a further commitment, NHS Trafford is focussed on paying invoices for small and medium sized businesses and individuals within 10 days where possible. 
2.0 
Scope
This guide sets out the protocols for the payment of supplier / contractor invoices including:-

· Purchase orders and the use of order numbers 

· Payment methodologies

· Details of the ten-day payment scheme

· The protocol for dealing with complaints and disputes

· Contact details 

3.0 
Purchase orders and the use of order numbers
3.1 A purchase order must be raised in respect of all goods and services supplied to NHS Trafford. 

3.2 When accepting an order for goods or services the Supplier / Contractor must request the order number, generated when the purchase order was raised, from the person placing the order.

3.3 Invoices issued to us must clearly quote the order number obtained when the order was placed and must be addressed to the Director of Finance, as specified on the Order, address details at 7.2 below.
It should be noted that Invoices received by NHS Trafford, which do not quote a valid order number may be returned without payment.

3.4 The following Conditions apply to all purchase orders raised:-

· Delivery notes must accompany all deliveries of goods.

· Deliveries of Goods must be made to the full address / location stated on the purchase order and within the agreed times stated.

· All Purchase Orders are subject to NHS terms and conditions.

(For full details please see website:
http://www.dh.gov.uk/en/Aboutus/Procurementandproposals/Procurement/index.htm
· Any alterations to quantity or price must be agreed in writing by the Supplies Department before any goods / services are supplied.

· Unless specified, goods and services will be provided carriage paid.

· If any of the items detailed on the purchase order could be hazardous to health then the supplier must provide all product data / health sheets in line with COSHH 1988 Regulations.

4.0 
Payment Methodologies
4.1 Payment for goods and services will be made electronically by BACS (Bankers Automated Clearing Service) directly into the Supplier’s / Contractor’s bank account.

4.2 Invoices issued should clearly state the Supplier’s / Contractor’s bank details, including:-

· Name of Bank

· Sort Code

· Bank Account Number

5.0 
The Ten-day Payment Scheme

5.1 In line with the Government’s pledge to improve liquidity for Small and Medium sized Enterprises, SME’s, NHS Trafford has committed to pay all invoices from these businesses and individuals within 10 days, wherever practical.

5.2 The current European Union definition categorises a ‘small’ or ‘medium’ sized enterprise as:
	
	Small
	Medium

	Turnover
	<=£5.6m
	<=£22.8m

	Balance Sheet Value
	<=£2.8m
	<=£11.4m

	No. of Employees
	<=50
	<=250


5.3 Suppliers and Contractors who believe that their organisation qualifies as an SME and that they could benefit from the ten-day payment scheme should contact the Accounts Payable section at the address below at Section 7.2.
6.0 
The Protocol for dealing with disputes and complaints
NHS Trafford wishes both Suppliers and Contractors to be satisfied by the service provided. If however, disputes or complaints arise, the following protocol should be followed:-

6.1 In order to resolve any potential disputes, all queries affecting the payment of invoices, instigated by NHS Trafford, will be communicated to the Supplier / Contractor as soon as possible.

6.2 The conditions governing purchase orders, detailed at 3.4 above, should be followed at all times and the Supplier / Contractor should advise of any delays expected with deliveries as soon as possible.

6.3 It is expected that all routine enquiries will be dealt with in a professional manner by either the Supplies Department staff or Accounts Payable staff to whom the query was directed. 

6.4 In respect of complaints, the Supplier / Contractor should, in the first instance, contact Trafford Healthcare Trust, Supplies Department (see below for contact details), in respect of purchase order related queries, or the Assistant Payments Supervisor in respect of invoice payment queries to discuss any concerns that they may have, so that the matter can be looked into immediately and to resolve the issue informally if possible.

6.5 If the issue cannot be resolved informally, then any complaints should be addressed in writing to :-

Head of Customer Care and Experience

NHS Trafford

Oakland House,

Talbot Road,

Old Trafford,

Manchester M16 0PQ.
 who will nominate an officer to investigate the complaint.

6.6 The officer investigating the complaint will issue an acknowledgement within five working days of receipt of the formal complaint.

6.7 The complaint will be investigated and a response provided to the complainant within 10 working days unless it becomes apparent that the investigation may not be completed within this timescale. In these circumstances, a written explanation will be sent to the complainant, including a progress report.  When a substantive reply is issued, a summary of findings will be included along with details of any further action to be taken. 

7.0 
Contact Numbers

7.1 In respect of Purchase orders:-

The Supplies Department at Trafford Healthcare NHS Trust (working on behalf of NHS Trafford)
Address: Trafford Healthcare NHS Trust

  Supplies Department,
  Moorside Road, 
  Davyhulme,

  Manchester M41 5SL.
Telephone: 0161 746 2061
Fax: 0161 746 2900
7.2 In respect of Invoice payments and Statements:-

The Accounts Payable Section
Address: NHS Trafford

  Finance Department


  Oakland House


  Talbot Road


  Old Trafford,


  Manchester M16 0PQ

Telephone: 0161 873 9686 or 9681 or 9682
Fax: 0161 873 9611
Email: apqueries@trafford.nhs.uk
