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In order to do business with the Milwaukee Public Schools, all vendors must obtain an approved purchase order (P.O.) prior to providing any goods.  All vendors providing services must have a fully executed professional services contract prior to beginning services.  These requirements are found in Administrative Policy 3.09: Purchasing and Bidding Requirements and are completely consistent with best practices. However, it is apparent that in some circumstances, vendors are providing goods without an approved purchase order or services without a fully executed contract.
If you are presently providing goods or services, or recently provided goods or services, without an approved purchase order or contract, you must provide the following information to the email address below: 
· MPS Vendor Number
· Vendor Contact Information
· Description of Goods and/or Services Provided 
· Delivery / Services Dates
· MPS Contact Requesting Goods and/or Services
· MPS School / Department
· Total Amount 
When we receive this information, we will review and determine if payment can be made.
Effective July 1, 2014, if you deliver goods or provide services without an approved purchase order or fully executed contract, you will not be paid for those goods or services. If a school or department requests you to provide goods or services without an approved purchase order or fully executed contract, do not provide the goods or services. Instead, direct the school or department to obtain an approved purchase order or contract through the Department of Procurement. 
While there are few exceptions to the “No P.O. No Pay” policy contained in Administrative Policy 3.09, the application of any exception will be reviewed by the Department of Procurement on a case-by-case basis.
If you have any questions, do not hesitate to contact the Department of Procurement at (414) 475-8340 or procurement@milwaukee.k12.wi.us for more information.
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