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A Message from the 

Chief Procurement 

Officer

At BNY Mellon, we regard our Suppliers as trusted business partners. We expect 

you to provide goods and services that are of exceptional quality, in keeping 

with our Agreements and in compliance with the bank’s GSCM (Procurement 

Policy). We expect you to adhere to our Supplier Code of Conduct. And, if 

issues arise, we expect you to engage with us in order to resolve them quickly 

and fairly. 

In turn, you have expectations of BNY Mellon as your customer. Because 

Purchase Orders (POs) are mandatory for all engagements with this firm, we 

believe that these processes should be simple and painless. You should 

understand the information POs contain, why POs are important, and where you 

can go for help if you need it. We believe you should understand our invoicing 

process. Additionally, we believe you should be paid in accordance with the 

payments terms when you follow our processes including electronic invoicing.

Because we value Diversity, we are dedicated to engaging with Diverse 

Suppliers; for more information, click here. And, given our commitment to 

environmental sustainability, we strive to work with Suppliers who share our 

values, as articulated in our “Environmental Sustainability Policy Statement”.

We created this Supplier Playbook for you. Why? Because it is essential 

that we are all on the same page (in the most literal sense) in order to 

successfully do business together. 

I hope you find this Supplier Playbook helpful and easy to understand. 

Please don’t hesitate to contact us if you have any questions or feedback. 

I salute you for everything you do to help BNY Mellon, our employees, 

stakeholders, and clients to succeed. I thank you for your partnership, 

professionalism, and commitment to supply chain excellence.

Joseph Martinez, Chief Procurement Officer (CPO)

https://www.bnymellon.com/_global-assets/pdf/suppliers/bny-mellon-supplier-code-of-conduct.pdf
https://www.bnymellon.com/us/en/supply-chain-responsibility-program/index.jsp
https://www.bnymellon.com/_global-assets/pdf/csr/environment-sustainability-policy-statement.pdf
mailto:GSCMCommunications@bnymellon.com
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We are grateful to have you as part of the BNY Mellon Supplier 
community, and hope you find this guide helpful and informative. 

If you have any questions as you read this Playbook, reach out to 
your BNY Mellon primary point of contact (also referred to an 
Engagement Manager), i.e. the individual who is responsible for 
the goods / services you provide to BNY Mellon. You may also 
contact a Global Supply Chain Manager (GSCM) management 
representative for assistance. The “Getting Help” section of this 
Playbook contains contact information, if you need it.

We designed this Playbook to help all Suppliers, with contracts of 
all sizes, and for all types of goods and services. Enjoy!

About This Playbook
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BNY Mellon Supplier Code of Conduct 

Strict compliance on behalf of 

all Suppliers with the BNY 

Mellon Supplier Code of 

Conduct is essential. Failure 

to comply with our Supplier 

Code of Conduct may result in 

termination of the engagement 

and or overall relationship.

Click here to access the BNY Mellon 

Supplier Code of Conduct. 

https://www.bnymellon.com/_global-assets/pdf/suppliers/bny-mellon-supplier-code-of-conduct.pdf
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How This Playbook is Organized

SUPPLIER

ENGAGEMENT

ONBOARDING

PURCHASE ORDER

(PO) CREATION INVOICING PAYMENT

This Playbook is organized in alignment with the four stages of Procurement, shown below. 
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Supplier Engagement Onboarding
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BNY Mellon onboards all Supplier engagements* as depicted below.

BNY Mellon selects 

a Supplier to 

provide goods / 

services to the firm.

▪ Once the Third-Party Risk 

Assessment is complete, 

BNY Mellon negotiates a 

contract with the Supplier, 

establishing terms and 

conditions, expectations, 

controls, etc.

▪ BNY Mellon obtains 

contract approvals and 

signatures.

▪ Supplier setup activities 

commence.

In accordance with the firm’s 

Third-Party Governance 

Framework, BNY Mellon takes 

a risk-based approach to 

assess, onboard, and manage 

all third-party goods / services.

All Suppliers (new and 

existing) must undergo a 

Third-Party Risk Assessment

before a contract is signed or 

renewed, and the engagement 

commences.

Supplier 
Selected

Third-Party 
Risk 

Assessment 
Conducted

Contract 
Negotiated, 
Approved,  
and Signed

Purchase 
Order (PO) 

Created

Supplier 
Setup 

Completed

The BNY Mellon 

Engagement Manager or 

GSCM representative 

works with the Supplier 

to complete all Supplier 

setup activities.

Supplier Engagement Onboarding Process

▪ BNY Mellon creates a Purchase Order 

(PO). For more information, see the 

“Purchase Order (PO) Creation” section of 

this Supplier Playbook.

▪ BNY Mellon sends a copy of the executed 

contract and PO to the Supplier. 

▪ The engagement must not commence 

until the Supplier receives the contract 

and a PO. For business and regulatory 

reasons, BNY Mellon cannot do business 

with you without a contract.

* If you have non-employee resources, we expect you to onboard them through the BNY Mellon Resource Tracking Tool. 
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The Importance of Third-Party Risk Assessments

Supplier 
Selected

Third-Party 
Risk 

Assessment 
Conducted

Contract 
Negotiated, 
Approved,  
and Signed

Purchase 
Order (PO) 

Created

Supplier 
Setup 

Completed

Third-party risk assessment is not a one time activity. 

As a regulated, Systemically Important Financial Institution (SIFI), BNY Mellon must assess third-party 
risk regularly, evaluating all Suppliers against a range of potential risk factors (e.g. sanctions, negative 
news, money laundering, resiliency, etc.). 

All third-party risk assessments begin the completion (by the Supplier) of a Due Diligence Questionnaire 
(DDQ). From there, the cadence, level of scrutiny, and time required to perform a third-party risk 
assessment will vary, depending on the nature of the engagement, contract size, regions and legal entities 
served, etc. For example, the risk assessment of a large Supplier with access to confidential client data, 
and a contract worth tens of millions of dollars, will require greater scrutiny, and will take longer, than 
risk assessing a boutique marketing business, serving a local BNY Mellon branch. 

Beyond initial due diligence at the outset of the relationship, we engage in periodic ongoing monitoring 
to ensure you are meeting our standards in both of the above contexts. We expect your full engagement 
and cooperation in resolving any issues that arise.

We also expect you to comply with all applicable laws and regulations – and assist us in doing so as well.  
This helps BNYM minimize legal and regulatory risk and optimally protect our clients’ interests.
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During the “Contract Negotiated, Approved, and Signed” phase of the 

Supplier engagement onboarding process, BNY Mellon will also request 

Supplier payment information in “Exhibit A” (included in every contract). 

▪ Supplier Company Name

▪ Address, City, State, Zip

▪ Depository Bank Name (including City and Zip)

▪ Supplier’s Tax ID

▪ Bank Account Number

▪ BIC (Bank Identifier Code) / SWIFT

▪ Sort Code (for banks in the U.K. and Ireland)

Supplier 
Selected

Third-Party 
Risk 

Assessment 
Conducted

Contract 
Negotiated, 
Approved,  
and Signed

Purchase 
Order (PO) 

Created

Supplier 
Setup 

Completed

Request for Supplier Payment Information (in Your Contract)

Important! If any of your information changes during the course of your engagement with BNY Mellon (e.g. address, bank information, 

etc.), notify your primary  GSCM representative. You may also email us about any changes to. Failure to do so may cause a delay in 

payment. 

mailto:suppliermaintenance@bnymellon.com
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What Does “Supplier Setup” Entail?

*

In order to maintain correct and accurate Suppler information, and to streamline Supplier engagement onboarding process, be prepared to 

help BNY Mellon complete the Supplier Setup process. You will be required to provide the following basic information. Please contact 

your BNY Mellon Engagement Manager or GSCM representative if you require assistance. 

Supplier Name Official name of Supplier and tax reporting name.

Location
▪ Complete corporate address, street name, city, state (if applicable), and country. 

▪ Remit address for billing if not the same as corporate address.

Legal

▪ Employer Identification Number (EIN) or Federal Employer Identification Number.

▪ Banking information (bank name, address, and account number).

▪ Other forms of currency payment (besides U.S. dollar, if applicable)

Contact Info ▪ Supplier point of contact and title. ▪ Phone number. ▪ Email address.

Important! If any of your information changes during the course of your engagement with BNY Mellon (e.g. address, bank information, 

etc.), notify your BNY Mellon Engagement Manager or GSCM representative. You may also email us about any changes. Failure to do so 

may cause a delay in payment. 

Supplier 
Selected

Third-Party 
Risk 

Assessment 
Conducted

Contract 
Negotiated, 
Approved,  
and Signed

Purchase 
Order (PO) 

Created

Supplier 
Setup 

Completed

mailto:suppliermaintenance@bnymellon.com


12

Purchase Order (PO) Creation
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Purchase Orders: What They Are — And Why They Matter

Purchase Orders (POs) allow BNY Mellon to establish a single, 

centralized, and consistent method of purchasing goods and services 

from Suppliers while ensuring compliance with our internal Third-

Party Governance Framework. 

It is in the best interest of all parties to create the PO as early in 

the engagement process as possible.

POs also ensure that you, as a BNY Mellon Supplier, get paid in 

accordance with the contract, in a timely manner. Due to the myriad 

benefits provided to both our Suppliers and our firm…

…BNY MELLON MANDATES POs FOR ALL SUPPLIERS

AND SUPPLIER ENGAGEMENTS. 

If you submit an invoice with no PO ID (or an invalid PO ID) then 

BNY Mellon will reject your invoice, delaying payment. 

*

* Limited exceptions apply; for more information, see “Frequently Asked Questions (FAQs)”. 
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Anatomy of the PO

Supplier Entity 

Information

BNY Mellon’s record of the Supplier 

entity providing the product or service, 

based upon the information BNY 

Mellon stores in its internal systems to 

enable payments to the correct 

Supplier entity.

3.

Engagement 

Identification

Links the engagement 

spend (invoices) to the 

engagement and contract 

records within BNY 

Mellon’s systems.

Important! All invoices 

associated with this 

purchase / engagement 

must reference the PO to 

enable payment.

1.

BNY Mellon’s 

Billing Information

Identifies the primary 

BNY Mellon location 

where the Supplier will 

deliver goods and 

services.

4. 2. BNY Mellon Engagement 

Manager

The BNY Mellon Engagement 

Manager who is responsible for 

the purchase and contractual 

engagement.
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Anatomy of the PO (cont’d)

Line Item Description

Summary of the services or 

products that BNY Mellon 

has agreed to purchase via 

this PO in accordance with 

the contractual agreement.

5.

Engagement Cost 

Breakdown

Sub-total aligned to a PO line 

item to indicate the agreed 

contractual spend associated 

with each category or type of 

spend.

Important! Suppliers must

structure invoices to reflect 

the billing against each spend 

category.

6.
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Invoicing
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Invoicing Process

Engagement Identification (Including PO ID)

Your PO ID must be clearly referenced on your invoice. The PO ID allows BNY Mellon to match payments against the PO. If you 
submit an invoice with no PO ID (or an invalid PO ID) then we will reject your invoice, and payment may be delayed. For 
more information, see the “Purchase Order (PO)” section of this Playbook.

BNY Mellon Billing / Delivery Information

Identifies the primary BNY Mellon billing address, as well as the location where the Supplier will deliver goods and services .

Invoice Total

Specifies the cost of the goods / services provided to BNY Mellon during the invoice period.

Invoice Goods / Services Description

Summarizes the goods / services provided, per the contract and corresponding PO.

Required Invoice Information

You may submit your invoices to the Accounts Payable (A/P) team via the BNY Mellon invoicing portal. Alternately, you may email your 

invoice (as an attachment).

Note: BNY Mellon is in the process of migrating high-volume Suppliers to Electronic Data Interchange (EDI) invoicing. However, electronic invoicing is the most reliable / efficient 

method of receiving a timely payment because it reduces the number of  "touchpoints" in the invoicing workflow, thus reducing the likelihood of delays.

1

2

5

4

BNY Mellon Engagement Manager (a/k/a IPOC)

Identifies the name of the Engagement Manager — sometimes referred to as an Invoice Point of Contact (IPOC) — who is 

responsible for the purchase and contractual engagement.

3

How to Submit Your Invoice

https://bnymellon.catalyst.cognizant.com/
mailto:APInvoices@bnymellon.com
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3

Anatomy of an Invoice
Engagement Identification (Including PO ID) 

The Supplier’s PO ID is clearly referenced, allowing BNY 
Mellon to match payments against the PO. 

BNY Mellon Billing / Delivery Information

Identifies the primary BNY Mellon billing address, as well 

as the location where the Supplier will deliver goods and 

services.

BNY Mellon Engagement Manager (a/k/a IPOC)

Identifies the name of the Engagement Manager —

sometimes referred to as an Invoice Point of Contact 

(IPOC) — who is responsible for the purchase and 

contractual engagement.

Invoice Total 

Specifies the cost of the goods / services provided to BNY 

Mellon during the invoice period.

Invoice Goods / Services Description 

Summarizes the goods / services provided, per the contract 

and corresponding PO.

1

2

4

3

1

4
5

2

5
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Payment
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How We Pay Our Suppliers

Every engagement must have a Purchase Order (PO). For more information, see the “Purchase 

Order (PO)” section of this Playbook.

We aim to pay our Suppliers accurately and on time. In order to avoid delays in payment, please make sure you have 

completed the steps below.

You have a PO

BNY Mellon has your 
accurate payment 

information

Your invoice includes all 
required information 
(including a PO ID)

The payment information you provided during the setup process (e.g. bank account, BIC / 

SWIFT, etc.) must be accurate. If anything changes, let us know. For more information, see the 

“Supplier Setup” section of this Playbook.

Ensure that your invoice includes all required information, as described in the “Invoicing” 

section of this Supplier Playbook — especially the PO ID. You may submit your invoice via the 

BNY Mellon invoicing portal, or you may email your invoice (as an attachment). 

Payment Checklist

Our Payment Delivery Method: Electronic Our Payment Terms

The standard BNY Mellon payment term is net 45 days for PO invoices 

and 60 days for non-PO direct invoices from receipt of the invoice.* 
BNY Mellon pays its Suppliers electronically, e.g. Automated Clearing House 

(ACH), Electronic Fund Transfer (EFT), Clearing House Automated Payment 

System (CHAPS), etc.*

* Limited exceptions apply, and BNY Mellon will consider negotiating with Suppliers outside of this standard; for more information, see “Frequently Asked Questions (FAQs)”.

https://bnymellon.catalyst.cognizant.com/
mailto:APInvoices@bnymellon.com
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Getting Help
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Where Do I Go for Help?

Contact Your Primary BNY Mellon Engagement Manager or GSCM Representative

You should always feel free to contact your BNY Mellon Engagement Manager, i.e. the individual who is responsible for the goods / 

services you provide to BNY Mellon. 

Contact BNY Mellon by email

▪ The Global Supply Chain Management (GSCM) team email for PO and contract queries is: 

GlobalProcurementInquiries@bnymellon.com

▪ Please notify BNY Mellon of any changes to Supplier details (e.g. bank account information, address change, etc.) by sending an 

email to: suppliermaintenance@bnymellon.com

▪ BNY Mellon’s Accounts Payable email for general invoice processing and payment queries is: 

BNYMellonAPInquiry@bnymellon.com

▪ You may contact the BNY Mellon Third Party Governance (TPG) organization via email at: TPG.Queries@bnymellon.com

Contact BNY Mellon by phone

▪ For Accounts Payable inquiries, U.S. Suppliers may call +1 979-691-7992 or +1 866-691-7992

▪ For Accounts Payable inquiries, non-U.S. Suppliers may call +44 20 7163 4433 (AP)

▪ For general Supplier inquiries, U.S. Suppliers may call +1 979-691-7992 or +1 866-691-7992

▪ For general Supplier inquiries, non-U.S. Suppliers may call +44 20 7163 4433

mailto:GlobalProcurementInquiries@bnymellon.com
mailto:suppliermaintenance@bnymellon.com
mailto:BNYMellonAPInquiry@bnymellon.com
mailto:TPG.Queries@bnymellon.com
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Frequently Asked Questions (FAQs)
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FAQs – Purchase Orders
A: The BNY Mellon Engagement Manager and a Sourcing professional from BNY Mellon’s Global Supply 

Chain Management (GSCM) team will typically create the PO as part of the standard purchasing process. 

There are no extra steps required on your part, as the Supplier, other than to ensure the contract costs and PO 

details are correct. Be sure to include the correct BNY Mellon billing information (from the PO) in your 

invoices in order to expedite payment. Only a GCSM team member can provide guidance on POs.

A: You will receive a copy of your PO once the contract or requisition has been approved and finalized, or 

the requisition has been approved and sourced to a PO. The GSCM team will create the PO for your 

contractual engagement and email a copy to you. Alternately, you may receive a copy of the PO via the 

BNY Mellon Source-to-Pay (S2P) system. 

Important! It is a violation of BNY Mellon policy to commence delivery of goods or services until you 

have received a fully-executed contract and PO. 

Q: How does BNY 

Mellon create POs?

Q: How will I receive a 

copy of the PO?

Q: Are there exceptions 

to your PO requirements?

A: Engagements against BNY Mellon offices in Latin America are not in-scope for POs. Limited other 

engagements are also not in-scope for POs. If you have any issues accepting POs, or if you are in an out of 

scope location, contact your GSCM representative they will confirm if you have an exception.
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FAQs – Purchase Orders (cont’d)

Q: How do I invoice 

against a PO?

A: When you receive the PO, your GSCM Supplier representative will instruct you to reference the PO ID on all 

invoices associated with the specific engagement or contract; failure to do so will impact the timely payment of 

the invoice. 

Also please note the following:

▪ Never reference a PO ID from another engagement in your invoice; doing so will impact the PO funds and 

delay payment. 

▪ Once BNY Mellon’s Accounts Payable (A/P) department receives your invoice, the A/P team will validate the 

PO ID referenced on the invoice. Once validated, we will process your invoice. 

▪ Please structure your invoice to include invoice lines that match the contract costs as detailed in the PO, and 

ensure that your billing and bank information matches the information that you provided to BNY Mellon 

during onboarding. 

For more information, see the “Invoicing” section of this Playbook.

A: In the unlikely event this happens, you should inform your BNY Mellon Engagement Manager that a PO is

absolutely necessary in order for you to invoice the firm for your goods or services. If you still have concerns, 

please email the GSCM team for assistance.

Q: What if a BNY 

Mellon staff member 

says I can send an 

invoice without a 

PO?

mailto:GSCMCommunications@bnymellon.com
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FAQs – Purchase Orders (cont’d)

A: On the contrary — POs expedite payment. 

A: If your invoice does not include a valid PO, BNY Mellon will reject your invoice. 

If you need to confirm the PO ID associated with your engagement, please reach out to your BNY Mellon 

Engagement Manager or your GSCM representative. 

Q: What happens if I 

invoice BNY Mellon 

without a PO? 

Q: What should I do 

about an active / 

ongoing engagement 

which does not have a 

PO associated with it?

A: You need to work with your BNY Mellon Engagement Manager to resolve this immediately. 

Your BNY Mellon Engagement Manager or GSCM representative can work with you to ensure that existing 

contracts (and engagement spend) are remediated in accordance with BNY Mellon Supplier management and 

payment controls. If no PO exists for an active engagement, we will create one with you. If you have 

questions about a PO associated with an existing engagement with BNY Mellon — or the absence of a PO —

please email the GSCM team for assistance.

Every active engagement with BNY Mellon must have a valid PO associated, even if no PO existed when the 

engagement began. Engagements without POs cannot be “grandfathered” in. If you attempt to invoice BNY 

Mellon for goods or services, and your invoice does not include a valid PO, BNY Mellon will reject your 

invoice. 

Q: Will using a PO 

delay my payment?

mailto:GSCMCommunications@bnymellon.com


28

FAQs – Purchase Orders (cont’d)

A: While rare, situations like these sometimes warrant adjustments / exceptions to the PO 

process. Please raise such issues with your BNY Mellon Engagement Manager or GSCM 

representative as early in the Supplier engagement onboarding process as possible. 

Q: What if my engagement with 

BNY Mellon has no fixed cost, or 

has a complex fee structure? Do I 

still need a PO?

Q: What if my PO is against a 

global engagement where cost is 

attributable across multiple regions / 

currencies?
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FAQs – Invoicing

Q: What happens if I invoice 

BNY Mellon without a PO? 

A: If your invoice does not include a valid PO, BNY Mellon will reject your invoice and return it to you 

for corrective action. If you need to confirm the PO ID associated with your engagement, please reach out to 

your BNY Mellon Engagement Manager. You may also email GSCM for assistance.

Q: How do I submit my 

invoice?

A: You may submit your invoices to the Accounts Payable (A/P) team via the BNY Mellon invoicing 

portal. Alternately, you may email your invoice (as an attachment). 

Please note: BNY Mellon is in the process of migrating high-volume Suppliers to Electronic Data 

Interchange (EDI) invoicing. However, electronic invoicing is the most reliable / efficient method of 

receiving a timely payment because it reduces the number of  "touchpoints" in the invoicing workflow, 

thus reducing the likelihood of delays.

A: Your BNY Mellon Engagement Manager or GSCM representative will provide you with a BNY 

Mellon physical address to list on your invoices. Each PO is associated with one BNY Mellon physical 

address, so, if you have multiple POs, BNY Mellon may also provide you with multiple physical 

addresses (i.e. one per PO). If you still require assistance, you may email the:

▪ BNY Mellon Accounts Payable team here

▪ Global Supply Chain Management (GSCM) team here

Q: How do I know which 

BNY Mellon physical 

address to list on my invoice 

(even if I am submitting my 

invoice electronically)?

mailto:GSCMCommunications@bnymellon.com
https://bnymellon.catalyst.cognizant.com/
mailto:APInvoices@bnymellon.com
mailto:BNYMellonAPInquiry@bnymellon.com
mailto:GlobalProcurementInquiries@bnymellon.com
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A: No. Please submit one invoice per PO. If your PO has multiple lines, please 

include distinct separate lines on your invoice mapped to the corresponding PO line.

FAQs – Invoicing (cont’d)

Q: May I reference more than one PO in a single 

invoice?

Q: I have a new address / bank account number / 

etc. How can I notify BNY Mellon of the change?

A: If any of your information changes during the course of your engagement with 

BNY Mellon (e.g. address, bank information, etc.), notify your BNY Mellon 

Engagement Manager or GSCM representative. You may email us about any 

changes. Failure to do so may cause a delay in payment. 

A: You may always contact the BNY Mellon Accounts Payable team via email

with invoice processing and payment queries.

Note: Please ensure that you adhered to all “Payment Checklist” guidance in the 

“How We Pay Our Suppliers” section of this Playbook.

Q: BNY Mellon has not paid me as expected. 

What should I do?

mailto:suppliermaintenance@bnymellon.com
mailto:BNYMellonAPInquiry@bnymellon.com



