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I. OBJECTIVE AND SCOPE 
 
As part of the FY 2008-09 Audit Work Plan approved by the Miami-Dade County Board of 
County Commissioners (BCC), the Office of the Commission Auditor (OCA) conducted a 
Review of Vendor Payment Process Including Prompt Payment Compliance With Community 
Small Business Enterprise (CSBE) Program Requirements. 
 
The objectives were to: 

(1) Determine if Miami-Dade County (County) was in compliance with Section 10-33.02 of 
the Code of Miami-Dade County (Code) that requires CSBE prime contractors to be paid 
within 14 days of receipt of the billing by the County; and  

(2) Examine vendor payment processes for small business vendors, specifically compliance 
with Section 2-8.1.1.1.1 of the Code that requires Small Business Enterprise (SBE) and 
Micro Enterprise (ME) vendors to be paid within 30 days of receipt of a proper invoice 
by the County. 

 
For our review of CSBE prompt payment compliance, the scope of our review included invoices 
that were paid by the County from FY 2003-04 through FY 2007-08, inclusive. 
 
For our review of vendor payment processes for small business vendors, the scope of our review 
included payment disbursements to SBE and ME vendors from October 1, 2006 through 
February 14, 2008. 
 
II. METHODOLOGY 
 
We conducted this performance audit in accordance with generally accepted government 
auditing standards.  Those standards require that we plan and perform the audit to obtain 
sufficient, appropriate evidence to provide a reasonable basis for our finding and conclusions 
based on our audit objectives.  We believe that the evidence obtained provides a reasonable basis 
for our findings and conclusions based on our audit objectives. 
 
To accomplish our audit objectives, we examined payments on contracts and purchases made by 
various departments.  These examinations should not be viewed as “audits” of the individual 
departments.  Instead, our examinations within individual departments should be viewed as pilot 
studies indicating whether instances of noncompliance with prompt payment requirements were 
identified in sampled contracts and purchases.  The compliance rates that we list for individual 
departments would likely differ if larger departmental samples were examined. 
 
Our findings are not statistically projected to the total population of small businesses because of 
our use of judgmental sampling. 
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CSBE Payment Methodology 
 
As defined by Section 10-33.02 of the Code, CSBE means a construction related enterprise, 
including a design-build firm, and any firm providing trades and/or services for the completion 
of a construction project, as defined in Chapter 10 of the Code, which has an actual place of 
business in Miami-Dade County and whose average annual gross revenues for the last three 
years do not exceed: $10 million for Building Construction, General Contractors, and Operative 
Builders; $6 million for Heavy Construction, other than Building Construction; or $5 million for 
Specialty Trade Contractors.  CSBEs are categorized by the type of construction they perform in 
accordance with the two-digit Standard Industrial Classification (SIC) code or the six-digit North 
American Industry Classification System (NAICS) of the Census applicable to such type of 
construction. 
 
Our review of CSBE payments consisted principally of inquiries of personnel, review of 
documentation and analytical procedures applied to programmatic data.  Audit fieldwork was 
conducted during the period July 9, 2007 through January 29, 2009.  Our review included 
telephone surveys of a sample of CSBE contractors. We also reviewed the results of an informal 
poll presented in a memorandum dated March 16, 2005 by the Department of Business 
Development (DBD), which is now known as the Department of Small Business Development 
(SBD). 
 
In addition, our review included payment disbursements, survey results, related reports, and 
interviews with key personnel of three County departments that frequently utilize CSBE 
contractors.  Those departments were the Public Works Department (PWD), General Services 
Administration (GSA), and Miami-Dade Aviation Department (MDAD).  Using random and 
judgmental sampling, we selected and examined 250 out of 1280 disbursement invoices.  The 
invoices covered the period FY 2003-04 through FY 2007-08. 
 
Small Business Vendor Payment Methodology 
 
The population for our review consisted of two categories of small business vendors, Micro 
Enterprise and Small Business Enterprise vendors as documented in lists that were maintained 
and published by SBD.1 
 
- A Micro Enterprise (ME) is defined by Section 2-8.1.1.1.1 of the Code as “a business entity 

certified by DBD [now known as SBD], providing goods or services, which has an actual 
place of business in Miami-Dade County and whose three year average gross revenues does 
not exceed $2 million, or a manufacturer with fifty (50) employees or less, [or a] wholesaler 
with fifteen (15) employees or less.”  

                                                 
1 In the FY 2009-10 budget, this function transferred to the Department of Procurement Management (DPM). 
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- A Small Business Enterprise (SBE) is defined by Section 2-8.1.1.1.1 of the Code as “a 
business entity certified by DBD [now known as SBD], providing goods or services, which 
has an actual place of business in Miami-Dade County and whose three year average gross 
revenue does not exceed $5 million.  The term Small Business Enterprise shall also include a 
manufacturer with one hundred (100) employees or less or wholesaler with fifty (50) 
employees or less without regard to gross revenues.” 

 
Our review of vendor payment processes included the use of random and judgmental sampling to 
select and examine 116 invoices from six (6) County departments:   General Services 
Administration (GSA), Miami-Dade Building Department (Building), Miami-Dade Department 
of Corrections and Rehabilitation (MDCR), Miami-Dade Fire Rescue Department (MDFR), 
Miami-Dade Property Appraiser, and Department of Human Services (DHS).  Our review also 
included telephone surveys of a sample of small business vendors.  The invoices were selected 
from 2,510 payment disbursements made from October 1, 2006 through February 14, 2008.   
 
III. BACKGROUND 
 
Both the SBE and ME programs that are codified in Section 2-8.1.1.1.1 of the Code and the 
Sherman S. Winn Prompt Payment Ordinance that is codified in Section 2-8.1.4 of the Code 
have 30-day requirements for prompt payments to applicable small businesses.2  The CSBE 
program is codified in Section 10-33.02 of the Code and has a 14-day requirement for prompt 
payments to CSBE prime contractors. 
 
The County solicits CSBE contractors to provide construction services and small business 
vendors to provide goods and services.  From time-to-time, members of the Board of County 
Commissioners (BCC) have received complaints about untimely payments, and the BCC has 
expressed concern about the impact that slow payments may have on small business vendors and 
CSBE contractors. 
 
Section 10-33.02 of the Code, which governs CSBE contractors, provides: 
 

The County Manager and the President of the Public Health Trust shall establish 
administrative procedures requiring that billings from contractors under prime 
construction contracts with Miami-Dade County or the Public Health Trust that are a 
CSBE contract set-aside or which contain a trade set-aside or subcontractor goal, shall 
be promptly reviewed and payment made to the prime contractor by the County or Trust 
on those amounts not in dispute within fourteen (14) calendar days of receipt of such 
billing by the County or the Trust. 

  

                                                 
2 The Sherman S. Winn Prompt Payment Ordinance (Ord. No. 94-40) defined small businesses to be “as defined in 
Section 2-222 of the County Code, as presently written and as may hereafter be amended,” which section of the 
Code was repealed by Ord. No. 05-29, which created the Small Business Enterprise program.  When Ord. No. 94-40 
was adopted in 1994, the definition of a small business was a business with annual gross sales of $750,000 or less, 
regardless of the number of employees, and with its principal place of business in Miami-Dade County.   
Administrative Order (AO) No. 3-19, dated 10/6/94, has this same obsolete definition and Code reference; neither 
the ordinance nor the AO have been updated since adoption in 1994. 
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Section 2-8.1.1.1.1 of the Code, which governs the SBE and ME programs, provides: 
 

The County or Public Health Trust shall establish administrative procedures requiring 
that billings from SBE/Micro Enterprise prime vendors on contracts shall be promptly 
reviewed and payment made by the County or Trust on those amounts not in dispute 
within thirty (30) calendar days of receipt of such billing by the County or Trust. 

 
The Sherman S. Winn Prompt Payment Ordinance defines “timely payment” as follows in 
Section 2-8.1.4 of the Code. 
 

(3) Timely payment.  The time at which payment for a purchase by the County or the 
Public Health Trust is due shall be calculated from: 
(a) The date on which a proper invoice is received by the County or the Public 

Health Trust, after approval by the Board of County Commissioners or the 
Trust; or  

(b) If a proper invoice is not received by the County or the Trust, the date: 
whichever date is latest. 

(c) On which delivery of personal property is accepted by the County or the Trust; 
1. On which services are completed; 
2. On which the rental period begins; or 
3. On which the County or the Trust and the vendor agree in a contract which 

may provide dates relative to payment periods; whichever date is latest. 
 
The County’s Office of Capital Improvement (OCI) Miscellaneous Construction Contract 
Document and Policies & Procedures Manual, revised March 1, 2005, guides departments on 
how to handle the operational activities of the Miscellaneous Construction Contracts. 
 
IV. SUMMARY RESULTS 
 
Our review revealed that for prompt payment compliance to small business vendors and CSBE 
requirements: 
 

• Of the 250 CSBE invoices reviewed, 144 (58%) invoices were paid late to the CSBE 
contractors.   

• For vendor payment processes, 37 of the 116 (32%) invoices reviewed of small business 
vendors were paid late. 

• The County did not consistently affix a unique identifier to differentiate the priority 
invoices from all other invoices received by the County for CSBE contractors. 

• In our review of vendor payment processes, we observed inconsistent application of date 
stamp procedures as required by AO No. 3-19. 

• In our review of vendor payment processes, ineffective application of established policies 
and procedures contributed to delayed payments to small business vendors. 

• Lack of accountability for complete payment process could contribute to delayed 
payments to CSBE contractors. 
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Several departments have reported making changes to departmental policies and procedures 
during and/or after our audit fieldwork to increase compliance. 
 
At the Exit Conference, Finance Department noted that there have been initiatives to improve 
invoice processing, such as training for staff from other departments and consideration of process 
consolidations. 
 
V. FINDINGS AND RECOMMENDATIONS 

 
A. PAYMENTS TO COMMUNITY SMALL BUSINESS ENTERPRISES (CSBEs) 

 
Finding CSBE-1.  Late Payments to CSBEs 

 
Our review of 250 sampled invoices submitted to GSA, PWD, and MDAD from FY 
2003-04 through FY 2007-08 showed that 144 (58%) payments to CSBEs were not made 
within 14 days as required by Section 10-33.02 of the Code.  See Table 1 below. 
 
Table 1. Percentage of Sampled Invoices That Were Not Paid Within 14 Days As 

Required by Section 10-33.02 of the Code 
 

 
County Departments 

Percentage of Invoices 
paid late from FY 2003-
04 through FY 2005-06 

Percentage of Invoices 
paid late from FY 2006-
07 through FY 2007-08 

GSA 86% 75% 
PWD 67% 47% 
MDAD 36% 29% 

Staff interviewed was unable to explain the reasons for the delay in payment.  
 
In our sampled invoices, the average time from invoice receipt by the County to final 
payment authorization was 25 days.  The breakdown according to the specific County 
departments per Fiscal Year is listed in Table 2. 
 
Table 2. Average Number of Days to Process Sampled Invoices by FY That Were 

Not Paid Within 14 Days, As Required by Section 10-33.02 of the Code 
 
 
 
County Departments 

Average number of days 
from invoice receipt to 
final payment from FY 

2003-04 through FY 
2005-06 

Average number of days 
from invoice receipt to 
final payment from FY 
2006-07 through FY 07-

08 
GSA 33 27 
PWD 28 23 
MDAD 16 16 
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In an October 19, 2001 memorandum entitled, “Construction Contract Payment 
Requisitions” and addressed to all County Directors, the County Manager outlined 
specific responsibilities for all user departments to ensure compliance with Section 10-
33.02 of the Code and AO No. 3-19. 
 
We noted that on-time payment percentages improved in sampled invoices in the more 
recent fiscal years examined in our fieldwork. 
 
Recommendation CSBE-1 
 
Emphasize the importance of compliance with Section 10-33.02 of the Code by all 
County departments and agencies, including the Public Health Trust, that are responsible 
for processing invoices to ensure timely payment to CSBEs. 

 
 Management Responses to Recommendation CSBE-1 
 

Finance Department  
Finance Department concurs with this recommendation.  Finance Department 
sent an email on June 4, 2010 to the accounts payable liaisons to remind them of 
the requirement to clearly stamp all CSBE vendor invoices as CSBE and of the 
need to separate them from the rest of the department’s invoices so they can be 
readily identified and payment can be expedited. 

 
SBD  
SBD concurs with this recommendation.  In a February 11, 2003 memorandum, 
SBD reminded all capital department of their responsibility under the prompt 
payment provision.  CSBE stamps were purchased and distributed and 
departments were advised to stamp all payment requisitions from CSBE firms or 
where CSBE subcontractors were utilized with the letters “CSBE” as a flag to 
expedite payment processing.  Within the next 30 days, SBD will again remind 
capital departments of this responsibility. 

  
Aviation Department  
Aviation Department concurs with this recommendation and will communicate 
the importance of compliance with Section 10-33.02 to all employees responsible 
for invoice payment processing and identifiers will be added in PeopleSoft to 
clearly identify CSBE vendors. 

  
GSA  
GSA concurs with this recommendation.  GSA will provide training to staff 
processing CSBE invoices and the training will reinforce the importance of 
paying CSBE prime contractors timely.  In addition, the department will revise 
current processing methods to include appropriate tracking measures.  The 
department estimates that it will complete these corrections by December 2010. 
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Public Works Department  
Public Works Department implemented various procedures to further expedite 
and facilitate the payment process.  Public Works Department implemented time 
frames and deadlines for every procedural step within the Department and 
division, communicates with CSBE contractors to ensure receipt of missing or 
incomplete documents, conducts meetings with CSBE contractors, as needed, to 
provide assistance in the completion of the payment requisition, and in 
conjunction with the Office of Capital Improvements implemented a pilot program 
in which prime contractors can submit subcontractors’ payrolls in arrears, when 
at least 50% of the required payrolls have been received by the Department.  The 
prime contractor must be 100% in compliance before the next payment is 
submitted. 

 
Finding CSBE-2.  Inconsistent Use of Unique Identifier on Invoices 

 
We observed that County departments did not consistently place a unique identifier on 
invoices. 
 
Although not required by Section 10-33.02 of the Code, providing a unique identifier on 
invoices received from CSBEs will enable staff to better identify and process invoices 
received from CSBE vendors and thus expedite the payment process. 
 
In the same memorandum referenced in Finding CSBE 1, the former County Manager 
directed County departments to procure “CSBE Prompt Payment” rubber stamps in an 
effort to facilitate and expedite payments.   
 
Also in our review of invoice processing practices of similar organizations, we found that 
the University of Connecticut and the Procurement Division for the State of California 
utilized a unique identifier to alert responsible officials that the invoice should be handled 
promptly.  Inquiries with personnel from the University of Connecticut, Accounts 
Payable Department confirmed that the use of a unique identifier on invoices have 
expedited the payment process. 

 
In order to expedite payment within 14 days to CSBE contractors, Miami-Dade County 
departments and agencies, including the Public Health Trust, should have a method to 
clearly and consistently identify the priority invoices from all other invoices received by 
the County. 
 
Recommendation CSBE-2 

 
All departments and agencies, including the Public Health Trust, that process invoice 
receipts and payments assure there are processes in place to clearly distinguish CSBE 
invoices from all other invoices received by the County. 
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Management Responses to Recommendation CSBE-2 
 

Finance Department 
Finance Department concurs with this recommendation.  Procedure 606 in the 
County’s Procedures Manual “Processing Payments for Purchases” is being 
updated to remind departments of the requirement to readily identify CSBE 
invoices with a CSBE stamp, and the need to segregate CSBE invoices when 
submitting them to the Accounts Payable Section. 
 
SBD   
SBD concurs with this recommendation.  See Response-CSBE-1 above. 

 
Aviation Department  
Aviation Department concurs with this recommendation and have ordered rubber 
stamps, which will be distributed to those responsible for receiving invoices from 
CSBEs.  Aviation have also flagged small business invoices within SharePoint 
(construction invoices) to clearly identify them throughout the approval process. 
 
GSA  
GSA concurs with this recommendation.  GSA will continue to stamp all CSBE 
invoices received to facilitate timely processing.  Additionally, CSBEs will be 
encouraged to clearly identify their CSBE status on all invoices. 
  
Public Works Department  
Public Works Department has implemented a watermark that states “CSBE” on 
all payment requisitions to assist in identifying the CSBE invoice and prioritizes 
payment requisitions. 

  
Finding CSBE-3.  Insufficient Oversight of Complete Payment Process 
 
There was insufficient CSBE-specific oversight to ensure that the invoice approval and 
payment processes are completed within 14 days as stated in Section 10-33.02 of the 
Code and AO No. 3-22. 
 
Divisions within the departments performed their respective invoice payment functions 
and forwarded it to the next division or authorized signatory, but responsibility for the 
invoice was assigned upon transfer without considering the timeliness of the complete 
payment process.  As invoices passed from one division to another, emphasis on 
timeliness of processing suffered because of inconsistent emphasis on meeting payment 
deadlines. 
 
Without oversight of the entire invoice approval and payment process, divisions lose 
track of the total processing time to effectuate timely payments and contribute in late 
payments to CSBE contractors.  For example, the GSA invoices reviewed during FY 
2003-04 through FY 2007-08, show the average number of days it took to process an 
invoice was 32 days, rather than 14 days as required by Section 10-33.02 of the Code.
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Of the 88 total invoices reviewed in GSA, we found that 73 (83%) invoices were paid 
late.  Of the 73 paid late, interviews with GSA personnel provided various reasons for the 
delay.  According to GSA personnel, 32 invoices that were paid late were processed 
“within GSA processing time,” and 14 invoices that were paid late were not discernible 
because “the PM is no longer with GSA.”  Among other reasons provided to explain the 
late payments of the remaining 27 invoices were lost invoices and delays of approval 
from the Project Manager (PM) and/or the Division Director. 
 
In the same memorandum referenced in Findings CSBE-1 and CSBE-2, the former 
County Manager also stated that County department directors should monitor their staff’s 
compliance with prompt payment guidelines.  Completion of the various segments of the 
complete payment process should be managed so as to ensure that no segment hinders 
timely payment without justification. 
 
Good business practice dictates that established rules and regulations of Section 10-33 of 
the Code and AO No. 3-22 be monitored for compliance. 
 
Recommendation CSBE-3 
 
Strengthen internal controls, such as designating employee(s) in each County department 
to monitor CSBE invoice processing.  Additional monitoring could be accomplished 
through the use of information management systems. 
 
Management Responses to Recommendation CSBE-3 
 

Aviation Department 
 Aviation Department has implemented an invoice management system for the 
Capital Improvement Program that is more transparent than PeopleSoft, and 
makes scanned copies of invoices available during the approval process.  
Additionally, a targeted follow-up process to expedite the processing of slow-
moving invoices has been developed. 
 
GSA  
GSA will continue to train key personnel at least annually, and automate the 
process to monitor the receipt-to-payment cycle. 
 
Public Works Department  
Public Works Department has  implemented several procedures, such as 
centralized receipt of all CSBE invoices to provide proper accountability and 
eliminate inefficiencies, stamping of all invoices showing the date they were 
received, tracking all payment processes for CSBEs with a spreadsheet log from 
the time of receipt until the payment is rendered to the contractor, and conversion 
of the spreadsheet log into a module within the PWD database system to provide 
for automatic updates, alerts, and reminders to staff involved in the process. 
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Actions taken 
 
During the fieldwork phase of this audit, PWD and MDAD established changes to 
departmental policies and procedures to increase compliance with Section 10-33.02 of the 
Code and AO No. 3-22.  For example, PWD has the invoices submitted directly to the 
Accounts Payable section, and MDAD has integrated the payment process through the 
use of PeopleSoft. 
 
Finance Department participates in Procurement Management Workshops to teach 
vendors how to track their invoices.  All vendors, including CSBEs, can follow the path 
of their invoices, up to the time of payment on the “Vendor Payment Inquiry” website at:  
http://wasexp.miamidade.gov/VInvoice/.  This site helps vendors determine whether 
there is a delay in the processing of the invoice(s) and if so, where. 
 
B. PAYMENTS TO SMALL BUSINESS VENDORS 
 

 Finding VP-1.  Late Payments to Small Business Vendors 
 

Payments for 32% of sampled small business vendor invoices were not made within the 
required 30 day period from receipt of proper invoice as required by Sections 2-8.1.1.1.1 
and 2-8.1.4 of the Code and AO No. 3-19. 
 
As stated in Section 2-8.1.4(2)(a) of the Code, a proper invoice is defined as: 
 

An invoice which conforms with the present requirements of the County’s Finance 
Department, Aviation Department…Water and Sewer Department, or the Public 
Health Trust, and any rules promulgated from time to time by the administrative 
order of the County Manager.  A proper invoice shall include a statement by the 
vendor waiving claims for extra direct and indirect costs or time associated with 
work preceding the date of the invoice, or a statement in sufficient detail 
containing all rights reserved for work already performed.  All present 
requirements or future rules…must be made available to vendors in a timely 
manner. 

 
Utilizing a random sample, we selected and tested 116 invoices.  Seventy-nine (68%) 
invoices were paid within 30 days; however, 37 (32%) invoices were not paid within the 
required 30 days.  Table 3 below illustrates the payment process time for the sampled 
invoices. 

 
Table 3.  Payment Process Time of 116 Sampled Invoices 

 
 Payment Process Time Sampled Invoices 

Within 30 Days 79 (68%) 
Greater than 30 Days 37 (32%) 
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Utilizing the responses received from the informal DBD/SBD poll conducted in 2005, we 
judgmentally selected a sample of 48 of the 84 respondent firms who indicated they had 
received contract awards from the County, and we conducted a telephone survey. Of the 
48 firms we attempted to contact, 17 responded to our calls, and 31 either had 
disconnected phone service or voicemail messages were not returned.  Of the 17 that 
responded, 13 (76%) stated that they have not received timely payments on invoices 
submitted to the County.   
 
Recommendation VP-1 

 
To better ensure timely payment to vendors, emphasize the importance of compliance 
with Sections 2-8.1.1.1.1 and 2-8.1.4 of the Code and AO No. 3-19 by all County 
departments and agencies, including the Public Health Trust, that are responsible for 
processing invoices. 
 
Management Responses to Recommendation VP-1 
 

Finance Department 
 Finance Department concurs with this recommendation.  For approximately the 
past three years, the Finance Department has been sending Department Directors 
and their Assistant County Manager a quarterly update on the timeliness of their 
vendor payments.  This has assisted departments to identify problem areas and 
improve processing. 
 
SBD  
SBD concurs with this recommendation.  Within the next 30 days, SBD will 
remind County departments, including the Public Health Trust, of the 
responsibility and the requirement to procure self-inked “SBE” stamps. 
 
Aviation Department  
Aviation Department concurs with this recommendation and will communicate in 
writing the importance of compliance with Sections 2-8.1.1.1.1. and 2-8.1.4 of the 
Code and A.O. No. 3-19 with all employees responsible to assure timely payments 
to small business vendors.  
 
GSA  
GSA concurs with this recommendation.  GSA will provide SBE invoice training 
which will reinforce the importance of paying SBE invoices timely.  GSA will also 
revise current processing methods to include appropriate tracking mechanisms.  
The department estimates that it will complete these corrections by December 
2010.  
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Finding VP-2.  Inability to Determine Proper Invoice Date   
 
In the sampled invoices, we observed inconsistent signature and date stamp processes 
that made it difficult to identify proper receipt and approval dates for the invoices.  Date 
stamping is required by AO No. 3-19, but compliance was inconsistent, both between 
departments and within departments. 
 
In our sample, 15 invoices were not date stamped upon receipt by the County, making it 
difficult to establish the date of receipt of a proper invoice and subsequent compliance 
with AO No. 3-19. 
 
AO No. 3-19 states the receiving department shall: 
 

Date stamp receipt of invoice at time of delivery by vendor to applicable County 
department.  Promptly review all invoices received to identify improper invoices.  
Report all improper invoices to vendor within 10 days…date stamp receipt of 
proper invoice. 

 
Staff interviews with the following County departments indicated inconsistencies in dates 
used to determine actual received date:   
 

 GSA:  The Administrative Division used the date the user division signs the invoice 
approval and the approval date may differ from the actual date received. 
 

 MDFR:  The Finance Division used the respective division’s received date; however, 
if the division does not date stamp the invoice, Finance Division’s received date 
becomes the date the invoice was received by the County. 

 
 MDCR:  The Budget and Finance Bureau of the Fiscal Resources Division stated that 

invoices were not date stamped, but the envelopes that the invoices arrive in were 
scanned and kept for date purposes.   

 
Recommendation VP-2.1 
 
All County departments and agencies, including the Public Health Trust, follow the 
policies and procedures outlined in AO No. 3-19, which pertains to date stamp 
procedures for received invoices. 
 
Management Responses to Recommendation VP-2.1 
 

Finance Department  
Finance Department concurs with this recommendation.  The Accounts Payable 
liaisons are reminded at the annual fiscal year end meetings of the importance of 
date stamping the invoices. 
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Aviation Department  
Employees responsible for authorizing invoices will be notified in writing of the 
requirements of A.O. No. 3-19 with respect to date stamping each invoice (both 
initial invoices and re-submitted invoices) at point of receipt and notification of 
improper invoices to vendors within 10 days of receipt. 
 
GSA  
GSA concurs with this recommendation.  GSA will ensure all invoices are date 
stamped upon receipt by the department and all appropriate staff will be 
retrained on the importance of date stamping invoices received within their 
sections.  The department estimates that it will complete these corrections by 
December 2010 

 
Recommendation VP-2.2 
 
In the case where an invoice is not properly date stamped, develop and implement 
standardized policies and procedures to determine the appropriate date upon which to 
expedite payment. 
 
Management Responses to Recommendation VP-2.2 
 

Aviation Department  
Aviation will use the date of first approval as the first documented date of record 
on the rare occasion an invoice is inadvertently not stamped. 
 
GSA  
GSA concurs with this recommendation.  See Response for VP-2.1. 

 
Actions taken 
 
Subsequent to our Exit Conference for this audit, MDCR indicated that the department 
had implemented the practice of date stamping all invoices in 2008.  This requirement 
had also been incorporated in Departmental Standard Operating Procedure 5-010, 
Accounts Payable.  Supervisors will continue to monitor staff adherence to ensure 
continued compliance.  (See Attachment 6) 
 
Finding VP-3.  Inability to Recognize Small Business Vendor Invoices  
 
There were no unique identifiers to distinguish between invoices submitted by small 
business vendors from all other invoices submitted to the County in order to better 
enable staff to determine the need for expedited payment. 
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Although not required by Sections 2-8.1.1.1.1 or 2-8.1.4 of the Code or AO No. 3-19, a 
best practice would be the use of a unique identifier on invoices received from small 
business vendors.  This would enable staff to better identify and immediately process 
these invoices and thus expedite the payment process, as was also stated in Finding 
CSBE-2. 
 
In two (2) of the County departments we reviewed, knowledge of small business vendors 
was recognized through employee relationships and experiences with vendors instead of 
through unique identifiers that signify whether an invoice should be expedited.  This 
would pose a problem should the responsible employee vacate the position for any length 
of time.  For example, we noted that the Property Appraiser Department had one 
employee responsible for processing invoice payments; therefore, when that employee is 
absent, the invoices are left on the desk until the employee’s return.   
 
Recommendation VP-3.1 
 
All departments and agencies, including the Public Health Trust, that process invoice 
receipt and payment assure there is a process in place to clearly distinguish small 
business vendor invoices from all other invoices received by the County. 
 
Management Responses to Recommendation VP-3.1 
 

Finance Department  
Finance Department concurs with this recommendation.  Finance Department 
sent an email on June 4, 2010 to the accounts payable liaisons to remind them of 
the requirement to clearly stamp all SBE vendor invoices as SBE and of the need 
to separate them from the rest of the department’s invoices so they can be readily 
identified and payment can be expedited. 
 
SBD  
SBD concurs with this recommendation.  Within the next 30 days, SBD will 
remind County departments, including the Public Health Trust, of the 
responsibility and the requirement to procure self-inked “SBE” stamps. 
 
Aviation Department  
Aviation Department concurs with this recommendation and has ordered rubber 
stamps which will be distributed to those responsible for receiving invoices from 
CSBEs.  They are also flagging small business invoices within PeopleSoft to 
clearly identify them throughout the approval process. 
 
GSA  
GSA concurs with this recommendation.  GSA will continue to stamp all SBE 
invoices received to facilitate timely processing.  Additionally, SBE vendors will 
be encouraged to clearly identify their SBE status on all invoices. 
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Recommendation VP-3.2 
 

Require cross-training of staff on the different aspects of invoice processing to account 
for staff replacement and to provide coverage during absences and leave. 
 
Management Responses to Recommendation VP-3.2 
 
Aviation Department  
Aviation’s staff is adequately cross-trained in accounts payable processes. 
 
Finding VP-4.  Lost Invoices 

 
When small business vendor invoices are lost, the County does not make provisions to 
pay the invoice as quickly as possible to reduce time lost.  Invoices could be lost as a 
result of actions by the vendor or the County, such as invoices that are misplaced by the 
County, sent to the wrong location by the vendor, or lost in the mail.   
 
Upon receipt of a lost invoice, the County processes the invoice based upon the new 
receipt date, and places it back in the system to be paid.  This sometimes prolongs the 
processing time up to 60 days or more.   
 
Invoices that are lost and not paid on time could cause cash flow problems, adversely 
affect small business vendors financially, and could result in the complete shutdown of 
their business.  Late payments may also result in small business vendors billing the 
County interest. 
 
Recommendation VP-4 

 
Consider the impact of lost invoices, and establish policies and procedures to promptly 
and accurately process these invoices to mitigate the negative impacts that late payments 
have on small business vendors.  Provisions should ensure that proper payment is made 
expeditiously and without unnecessary delay. 
 
Management Responses to Recommendation VP-4 
 

Aviation Department 
As previously noted, Aviation Department is enhancing their electronic tracking 
and routing system which should all but eliminate lost invoices due to 
departmental actions. 
 
GSA  
GSA concurs with this recommendation.  Upon notification of a lost invoice, GSA 
will contact vendor to request duplicate invoice.  Upon receipt, GSA staff will 
stamp ‘Researched Not Paid’ and acquire necessary signatures for forwarding to 
Finance Department.  To ensure timely payment of all invoices, vendors should 
forward their monthly statements to GSA-Accounting Division for verification.
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VI. OPPORTUNITIES FOR IMPROVEMENT 
 

A. The Department of Human Services conducts monthly meetings to discuss any 
concerns or issues related to invoice processing.  Recognition of this as a “best 
practice” and adoption countywide might be helpful to address both County and 
vendors’ concerns related to timely invoice processing. 

 
B. Consider mandatory use of the Automated Clearing House payment method.  This 

would allow invoices to be paid expeditiously, and the payments could be tracked 
via the County’s Vendor Inquiry Payment website.  Additionally, it is cost 
effective, reduces the risk of lost or stolen checks, and makes use of a sustainable, 
efficient, green technology. 
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Memorandum ma 
Date: May 27,201 0 

To: Charles Anderson, CPA 
Commission Auditor 

From: Penelooe Townslev. 
~ e ~ a r t m e n t  of small Business Pvklopment 

Subject: Response to Prompt Payment Audit 

I am in receipt of your April 30, 2010 Final Draft Audit Report entitled "Review of Vendor Payment 
Processes Including Prompt Payment Compliance with CSBE Program Requirements". Pursuant to 
Sections 10-33.02; and 2-8.1.1.1.1 of the Code, the Department of Small Business Development (SBD) 
is responsible for administering the Miami-Dade County's Community Small Business Enterprise 
(CSBE) and the Small Business Enterprise (SBE) programs for construction and procurement of goods 
and services, respectively, including the enforcement of the prime and subcontractor prompt payment 
provisions therein. 

In accordance with Section 2-478 of the Code, SBD provides the following response to the audit 
findings and recommendations: 

Finding CSBE-1. Late Payments to CSBEs 
Recommendation CSBE-1 
Emphasize the importance of compliance with Section 10-33.02 of the Code by all County departments 
and agencies, including the public Health Trust, that are responsible for processing invoices-to ensure 
timely payments to CSBEs. 

,Response-CSBE-1: SBD Concurs with this recommendation. In a February 1 1,2003 memorandum, 
the Department of Business Development (DBD) reminded all capital department of their responsibility 
under the prompt payment provisions of the CSBE program. Departments were advised, in an effort to 
facilitate the prompt payment process, all payment requisitions from CSBE firms or where CSBE 
subcontractors are utilized must be stamped with the letters "CSBE" as a flag to expedite payment 
processing. Self-inked rubber stamps were purchased and distributed. Within the next 30 days, SBD 
will again remind capital departments of this responsibility and the requirement to procure self-inked 
"CSBE" stamps. As a convenience, a limited number of "CSBE" stamps are being made available. 

find in^. CSBE-2. Inconsistent Use of Unique Identifier on Invoices 
Recommendation CSBE-2 
All departments and agencies, including the Public Health Trust, that process invoice receipts and 
payments assure there are processes in place to clearly distinguish CSBE invoices from all other - .  

invoices received by the county. 

Response-CSBE-2: SBD Concurs with this recommendation. See Response-CSBE-1 above. 
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SBD Response 
OCA Prompt Payment Audit 
May 27,2010 
Page 2 

Finding CSBE-3. Insufficient Oversight of Complete Payment Process 
Recommendation CSBE-3 
Strengthen internal controls, such as designating employee(s) in each department to monitor CSBE 
invoicing processing. Additional monitoring could be accomplished through the use of information 
management systems. 

Findinm VP-1. Late Payments to small Business Vendors 
Recommendation VP-1 
To better ensure timely payment to vendors, emphasize the importance of compliance with Sections 2- 
8.1.1.1.1 and 2-8.1.4 of the Code and A 0  No. 3-1 9 by all County departments and agencies, including 
the Public Health Trust, that are responsible for processing invoices. 

,Response-VP1: SBD Concurs with this recommendation. Within the next 30 days, SBD will remind 
County departments, including the Public Health Trust, of this responsibility and the requirement to 
procure self-inked "SBE" stamps. 

Finding VP-2. Inabilitv to Determine Proper Invoice Date 
Recommendation VP-2.1 
All County departments and agencies, including the Public Health Trust, follow the policies and 
procedures outlined in A 0  No. 3-19, which pertains to date stamp procedures for received invoices. 

Recommendation VP-2.2 
In the case where an invoice is not properly date stamped, develop and implement standardized policies 
and procedures to determine the appropriate date upon which to expedite payment. 

Finding VP-3. Inabilitv to Recognize Small Business Vendor Invoices 
Recommendation VP-3 
All departments and agencies, including the Public Health Trust, that process invoice receipt and 
payment assure there is a process in place to clearly distinguish small business vendor invoices from all 
other invoices received by the County 
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S B D  Response 
OCA Prompt Payment Audit 
May 27,2010 
Page 3 

Response-VP-3: SBD Concurs with this recommendation. Within the next 30 days, SBD will 
remind County departments, including the Public Health Trust of this responsibility and the requirement 
to procure self-inked "Prompt Payment" stamps. 

Recommendation VP-3.2 
Require cross-training of staff on the different aspects of invoice processing to account for staff 
replacement and to provide coverage during absences and leave. 

Findinp VP-4. Inability to Recognize Small Business Vendor Invoices 
Recommendation VP-4 
Consider the impact of lost invoices, and establish policies and procedures to promptly and accurately 
process these invoices to mitigate the negative impacts that late payments have on small business 
vendors. Provisions should ensure that proper payment is made expeditiously and without necessary 
delay. 

SBD appreciates the opportunity to provide the above responses. 

c: Howard Piper, Special Assistant to the County Manager 
Alina Hudak, Assistant County Manager 
Abigail Price-Williams, First Assistant County Attorney 
Carter Hammer, Finance Director 
Miriam Singer, Director DPM 
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