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 1 New bank account details will be verified by a phone call from the Finance team. 

• bank account details for payment1 
• credit notes should, in addition, quote the relevant invoice number(s)  

When an invoice has been returned requesting a valid PO number, the supplier should 
contact the person who made the original commitment and ask them to provide a valid 
PO number. When obtained the supplier should send a replacement invoice quoting the 
valid PO number to PLinvoices@petroc.ac.uk    

Exceptions list to ’No PO, No Pay’ 

The following expenditure or circumstances do not require PO’s. The Exceptions list 
currently covers: 

 
• Examination bodies 
• Credit card purchases (procurement/supplier/virtual cards) 
• Employer Additional Payments (Apprenticeship) 
• Rent (where covered by a signed Long-term Lease Agreement) – short term rental 

requires a PO 
• Payments to individual learners for the purpose of bursary payments or refunds 
• Telecommunication services (landline and mobile) 
• Direct Debit payments, for example electric, gas, water 
• Waste contract 
• Postal services 
• Business rates 
• Short term fleet rental 
• Pay advancements 

This list is under constant review and any further changes will be communicated to our 
suppliers by email. 

 


