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SUMMARY 
  
This procedure provides guidance on how to process invoices associated with a Purchase Order 
(PO) and Direct types of payments, as well as related supporting documentation, forms and 
required approvals.   
 
INVOICE PROCESSING REQUIREMENTS (APPLICABLE TO ALL TYPES OF PAYMENTS) 
 
1. All invoices must include the vendor name and remit to address as it appears in FAMIS 

(FAML9520 - Vendor Detail Address/9530 – Vendor Mail Code). The vendor is established in 
FAMIS utilizing the W-9 or W-8 (foreign vendors) submitted directly by the vendor or as part 
of the registration package.  If additional verification of the entity is required, Finance 
personnel will reach out to the user department and/or entity and request additional support, 
including but not limited to, a letter from the IRS (i.e. 147C). 

 
2. A proper invoice must be legible, and at a minimum, must contain the following: 

 
a. Document must be identified as an Invoice, 
b. Complete vendor name and/or Doing Business As (DBA) name, when applicable 
c. Remit to address, 
d. Unique Invoice number, 
e. Invoice Date (should not be dated prior to goods received or services rendered 

date), 
f. Purchase order number (when applicable), contract or other applicable authorizing 

document, 
g. Detailed description of goods/services billed, unit price, quantity for goods or 

services ordered and received, 
h. Name and address of the Department the transaction pertains to,  
i. Charges agree with the order and/or contract terms, as itemized when applicable 
j. Total current amount due,  
k. Information on the invoice should not be covered with a stamp, label, tape, etc. 

 
Pursuant to Sec. 2-8.1.4. – Prompt Payment Ordinance, section (6), if an invoice submitted 
by a vendor is improper, the County must within ten (10) days of receipt of an improper invoice, 
notify the vendor that the invoice is improper and indicate what corrective action by the vendor 
is required to make it a proper invoice.  Once the invoice has been corrected, the Department 
and/or the vendor must submit the proper invoice for processing to the Finance Department.   

 
Imaging Workflow Automation Application (IWA) Invoices - If an IWA Invoice is submitted 
to the Department and the invoice is improper, the Department should reject the original 
improper invoice, and notify the vendor and indicate the corrective action needed to be taken 
by the vendor. Finance Department’s Shared Services Section (FSS), Resolution Group will 
discard the original improper invoice.    
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3. Paper Invoices - Invoices must be date/time stamped upon receipt at ‘any’ County facility 
(including FSS), as this will systematically determine the payment ‘due date’ to the vendor in 
accordance with contract terms and compliance with Administrative Order No. 3-19.  
 
IWA Invoices - For electronic invoices received directly from the vendor by FSS through the 
designated invoice submittal e-mail address, the e-mail date/time will be the invoice received 
date.  Invoices should not be directly received by the department from the vendor; however, 
in isolated instances where the department must submit the invoice (such as medical bills) to 
FSS the invoice receipt date will be the Department’s date/time stamp. 
 

4. No advance payments are to be made unless the contract specifically allows for it as a prepaid 
item (e.g. rent, storage, annual software license, etc.).  
 

5. Departments need to ensure that the index codes, vendor number and related suffix used to 
process invoices are valid and current.  Departments are responsible for ensuring sub-object 
codes (FAML 5200 Sub-object Table) used are appropriate for the items/services being 
purchased. 

 
6. As a general rule, invoices should not be modified; thus, altering the quantity, costs, and/or 

invoice date.  If any of those changes are required, the vendor must re-submit a corrected 
invoice (proper invoice).  Invoices should not contain scratched out (white out) amounts.  
Invoices can never be increased.   

 
However, if the Department needs to short-pay due to backorders, taxes, rate, etc., the 
amount being invoiced can be reduced and documented as follows: 
 
a) Paper Invoices - Invoice original amount needs to be clearly crossed out with a line and 

new amount needs to be handwritten next to the original invoiced amount. The individual 
approving the payment needs to validate the change by adding their name and signature 
next to the change.  A brief notation for reason of short-pay needs to be provided as well. 
 

b) IWA Invoices - Users are able to enter the adjusted (“short pay”) amount; thus, properly 
reflecting the total amount due for payment. The reason for the “short pay” must be noted 
using the drop-down menu, and explanation for the “short pay” must be provided under 
the HISTORY tab. 

 
7. Paper Invoices - Paper invoices must be properly coded and have the authorized signatures 

along with the printed name of the person signing (the name must be printed below the 
signature) and date of approval. Once paper invoices are processed by the Department, the 
document must clearly show the following:  invoice and voucher number, index code(s), sub-
object, vendor number and suffix, purchase order number or ordinance/resolution number, 
and amount to be paid (due). 

 
 
8. Paper Invoices - Hand written invoices containing multiple item counts and manual totals 
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(e.g. not computer-generated invoices) should include a calculator tape or Excel spreadsheet 
noting verification of amounts billed.   

 
IWA Invoices - When processing these types of invoices via IWA, the department must 
include a comment under the HISTORY Tab noting verification of invoice amount(s) for 
accuracy of unit price, item count(s) and total amount(s) billed. 

 
9. Paper Invoices - Departments need to clearly identify invoices payable to certified Small 

Business Entities (SBEs) and Micro Enterprise, by marking such invoices with alpha letters 
“SBE”.  This is necessary to facilitate and expedite the processing of these invoices within 
their specified contract terms; thus payable within 14 calendar days upon receipt of undisputed 
invoice in accordance with Ordinance No. 15-31.  Paper invoices need to be clearly stamped 
“EXPEDITE SBE” and separately grouped from the regular invoices delivered to the Finance 
Department Accounts Payable (AP) for processing.  

 
IWA Invoices - The IWA system automatically flags such invoices as an “SBE” based on the 
vendor’s profile.  Reports are systematically generated and distributed daily to assigned 
Departmental users to alert them of number of days SBE and Micro Enterprise invoices are 
in queue; thus, this report assists users in prioritizing payments to SBE or Micro Enterprise 
vendors within the 14 day terms.  

 
10. Paper Invoices – A request to pay an invoice using a “single check” as opposed to combining 

the specific invoice with other invoices needs to accompany the invoice package and be 
approved by a Finance Department AP supervisor.   
 
IWA Invoices - the Department needs to flag the box that reads “Single Check”, and a 
comment must be added by the Department in the HISTORY tab with a reason for the single 
check request which will be approved or rejected by a Finance Department AP supervisor. 

 

11. Paper Invoices – Invoices older than six (6) months need to be accompanied by a 
memorandum addressed to Assistant Controller over Accounts Payable (AP) or the Finance 
AP Section Manager outlining the reasons for delay/tardiness in processing the payment.  
Additionally, state that the invoice has been “Researched, not previously paid.”  
Memorandum must be signed by an authorized signatory on file.  Please note that the 
signature cannot be a photo copy (for paper invoices processed via ADPICS/FAMIS).  The 
Department needs to submit one memorandum per invoice, or clearly and individually address 
each invoice if more than one invoice is being addressed.   
 
IWA Invoices - a comment is required in the HISTORY tab stating the reason for delay in 
payment as well as “Researched, not previously paid” for further approvals to continue via 
the IWA flow.  

 
 

CHECK HOLDS AND VOUCHER CANCELLATIONS 
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12. Paper Invoices - Proper internal control requires that all checks be mailed by the Finance 
Department Controller’s Division; however, certain situations may require the check to be 
picked up by the vendor. In those exceptions, the Department will need to provide written 
justification for check(s) to be held (HOLD tickets) for pick up by the vendor or Departmental 
personnel. If the vendor is picking up the check from the Finance Department, the person 
picking up the check on behalf of the vendor must provide proof of identity via a legal picture 
ID, and letter on the company’s letterhead, (signed and dated by an authorized representative 
of the company) allowing the person to pick up the check.  Checks will not be released if these 
requirements are not met.   
 
IWA Invoices- the requesting Department must flag the “HOLD” indicator, fill in the contact 
information (name and phone number) of the person picking up the check on behalf of the 
vendor, and provide comment in the HISTORY tab as to why special check pick up is deemed 
necessary. The person picking up the check for the vendor must provide proof of identity via 
a legal picture ID, and letter on the company’s letterhead, (signed and dated by an authorized 
representative of the company) allowing the person to pick up the check.  Checks will not be 
released if these requirements are not met.   

 
13. Voucher Cancellation for invoices already in process or awaiting payment in the system must 

be requested in writing (may be via e-mail) advising the Finance Department AP personnel to 
process voucher payable(s) cancellation accordingly. Request must clearly indicate: the 
invoice number, voucher number, amount and reason for cancellation.   

 
PAYMENTS FOR INVOICES REFERENCING PURCHASE ORDERS 
 
14. Purchase Orders must be created prior to the goods being delivered or services rendered. 

Vendor name and address, in the PO, must match information as listed in the FAMIS vendor 
maintenance system table (FAML 9530- Vendor Mail Code). The selected vendor suffix must 
be active in order to create the PO.  
 

15. It is the Department’s responsibility to: 
 

• Verify each item delivered against the vendor’s delivery ticket and/or packing slip,  

• Ensure that all goods/services received are in accordance with the terms of the Purchase 
Order/Contract/Agreement,  

• Do not accept damaged or incorrect items (substitution of items on the purchase order is 
not allowed unless approved in advance). The grade and quality of the goods and services 
must be in accordance with the terms of the contract, 

• Make necessary corrections on the delivery ticket/slip for defective goods or services not 
received before signing and dating the slip, 

 
 

• Receiving unit/personnel must provide the approved delivery ticket or package slip to the 
departmental invoice payment approver(s), 

• Ensure that the vendor is properly billing the County for goods and services 
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received/rendered by comparing the amount billed on the invoice to the quantity received 
(receiving ticket/packing slip) or services rendered. This review should include: pricing per 
commodity or service is in accordance to the contract/PO, quantity received and billed 
agree, freight terms etc., 

• Delivery receipts and/or other documents used to verify the receipt of goods and services 
and to substantiate payments must be maintained by the Department(s) in accordance 
with the Finance Department’s Extended Record Retention Period memorandum 
(Attachment  A) for disbursement documents or grant/funding source’s retention 
requirements, whichever is greater. (See Attachment A). 

 
Again proper accountability and validation of receipt of goods and services rests with the 
department processing and/or approving the invoice for payment.  Also, for internal control 
purposes and to ensure proper segregation of duties, the individual who receives and 
validates the goods and/or services, should not be the same individual who approves the 
purchase order or approves the invoice for payment.   

 
16. All temporary personnel services invoices must be accompanied by corresponding 

timesheets. Timesheets must be signed by the temporary employee and Miami-Dade County 
(MDC) supervisor responsible for overseeing the work of the temporary employee.   Also, 
timesheets for consulting services must be signed and approved by a manager from the 
consulting company, and manager from Miami Dade County overseeing and/or responsible 
for the project for hours billed.  Departmental approvers must ensure rates billed agree to the 
contract, the time calculation is accurate and hourly rate times the hours worked total the 
amount billed. 

 
17. Paper Invoices - If freight costs need to be paid per contract terms, please circle and initial 

these costs on the invoice noting approval of such item for payment.  The freight amount must 
be entered separately in the freight field (ADPICS screen PCHL-1500-Invoice Header Entry 
Screen). Freight charges are not subject to UAP and IG fees. These same principles also 
apply to Fuel Taxes, in which case the Taxes and Fuel (TF) field must be added when 
processing in ADPICS screen PCHL-1500.  
 
IWA Invoices - If freight costs need to be paid per contract terms, the total invoice amount 
has to be reduced (using the short pay Field) by the amount of freight and/or fuel taxes.  A 
comment has to be added stating that the freight or taxes are appropriate to pay in the 
HISTORY tab.  This is necessary for the Finance Department to process payment for taxes 
and freight in ADPICS screen PCHL-1500-TF field. 

 
18. Paper Invoice - If the invoice is to be charged to an index code other than the one originally 

used to create the PO, then ‘alternate accounting’ should be used when processing the invoice  
 

in ADPICS.   Please ensure that index code(s) are active before processing the transactions.  
If index code(s) need to be activated, a request, via email, needs to be sent to the Input /Output  
Section in order to open index code(s); thus, allowing Finance Department AP staff to post 
such invoice(s).  
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IWA invoices – Alternate accounting is also available for invoices processed via IWA using 
the “GL CODING” tab. 

 
19. When processing a change order or liquidation of a PO, the Department must verify that 

vouchers payments are not pending in accrual to avoid delays in future payments. Once the 
payments are made the appropriate change order or liquidation can occur.  

 
DIRECT PAYMENTS/NON-PO PAYMENTS (see Attachment B -, Internal Services 
Department  Procurement Guidelines, Pages 4 and 5) for list of Direct Payments at:  
http://intra.miamidade.gov/procurement/library/procurement-guidelines.pdf 
 
20. Paper Invoice(s) - A pre-numbered (WR#) Check Request Form (Attachment C) prepared by 

the Departments and submitted to the Finance Department AP Section needs to include: 
amount due, a brief description of payment, authorized signature noting payment approval 
and other supporting documentation.  Supporting documentation may include: executed 
agreement (e.g. lease, settlement, etc.), Ordinance and/or approved Resolution, proof of 
payment for reimbursement of refund type payments, executed grant/contract, etc. The 
invoice number for the paper check request forms is the pre-printed WR# on the top right hand 
side of the form. 
  
IWA Invoices - Departments may submit the paper “Check Request” Form to be processed 
via IWA, as noted above, or use the electronic “Check Request” form provide in the IWA 
System. This IWA electronic form generates its own sequential document number (MDI-XXX) 
which is then used as the invoice number.   
 

21. Paper Invoices - Direct payments, with the exception of utilities payments, such as special 
assessments, tax bills and permit payments should include an applicable reference number, 
such as ordinance number, resolution number or other, as these documents support the 
authorization of such payments.  
 
IWA Invoices - Reference information; thus, authority to pay should be added in the 
HISTORY tab as a comment. 

 
CAPITAL AND CONSTRUCTION PAYMENTS  
 
22. Construction and consultant contracts are established in the ADPICS Construction Contract 

Module. Departments responsible for managing construction projects will be required to 

submit the following documentation to the Finance Capital Construction Unit: 

 

Construction and Consultant Contracts 

• Contract Award  

• Resolution  

http://intra.miamidade.gov/procurement/library/procurement-guidelines.pdf
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• Executed Contract Agreement 

• Grant Restriction Indicator (GRI) form signed by Director or designee (only for grant 

funded projects) 

MCC Contracts 

• Contract award information is verified in the Capital Improvements Information System 

(CIIS) 

Additional Documents for Consultant Agreements 

• Equitable Distribution Program (EDP) Project Assignment Form issued by the Internal 

Services Department for EDP contracts only. Form must be authorized, 

• Consultant assignment form (if department is accessing a contract from another 

department), 

• Work Order (if applicable). 

Once proper documentation is received, the contract and blanket purchase order (BPO) will 

be established in ADPICS and department will be advised to proceed with purchase order 

(PO) creation. 

 

CONSTRUCTION PAYMENTS  

23.  Generally, construction payment requests correlate with the “Percentage of Completion to 

Date” of the project. 

At a minimum, construction requests for payment must contain: 

• Signature of the contractor,  

• County Project Manager 

• Architect (if applicable),  

• Internal Services Department (ISD) Risk Management representative noting insurance 

verification,  

• Department’s accounts payable approver’s signature as listed in the “Accounts Payable  

Authorized Signature” form (as approved by the Department Director annually). 

 

The following are the basic documents required for construction payments: 

• Construction Unit Invoice Cover Sheet ForFor IWA System  form (Attachment D), ( must 

contain service period), 

• Contractors AIA form (if applicable) must contain architects seal, 
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• Schedule of Values Report, 

• Sub-contractor releases of lien, 

• Consent of Surety in lieu of releases of lien, 

• Final release of lien (for final payment), 

• Final requisition/invoice - Submit the subcontractors’ pending payment report (SUB 200 

6/12). As per ordinance 11-90, as part of the final payment, contractors “shall identify all 

subcontractors used in the work, the contract amount of each subcontract, the amount 

paid and pending to be paid to each subcontractor. In the event that the contractor intends 

to pay less than the subcontract amount, the contractor shall deliver to the County a 

statement explaining the discrepancy or any disputed amount.” 

SALES TAX EXEMPTION PROGRAM (Ordinance 13-55) 

24. Two BPOs will be created for the construction contracts that utilize this program. One blanket 

will be created with the value payable to the contractor and a second blanket with the 

estimated value for the purchase of materials and supplies to be purchased directly by the 

County (tax exempt). The contract project manager shall provide the estimated value of 

supplies and material purchases as well as the vendor information.  The total value of both 

blankets will never exceed the total contract award. 

The following documents are required for approval of supply and material POs under this 

program: 

• A copy of the contractor’s PO requisition approved by the County project manager.  

• A copy of the vendor’s quote.  

• A copy of “Certificate of Entitlement” issued for the specific purchase. 

Invoices to be paid for such purchases of supplies and materials must be billed in the name 

of the County. The following is required to be provided by the user Department when 

submitting these invoices for payment: 

• Contractor’s acknowledgement approving the invoice and receipt of the items purchased. 

• Copies of delivery tickets and/or packing slips. 

• Invoices must include departmental construction project manager signature and accounts 

payable authorized signature.     

 

The Department managing the construction contract is responsible for issuing a report listing all 

POs issued, payments made, and estimated tax savings for each purchase. This report must be 

reconciled on a monthly basis and included in the contractor’s payment request.  
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RESOLUTION PAYMENTS 
 

25. Invoices paid as a result of individually approved BCC resolutions are processed also utilizing 
the ADPICS Construction Contract Module.  Resolutions handled by the Departments directly 
with the BCC; hence, not handled by ISD-Procurement Division, requires the Departments to 
notify the Finance Department AP staff once a resolution is approved. The Finance 
Department AP staff will review the resolution, and if capital related will forward the package 
to the Finance Capital Construction Unit for processing. Refer to Capital and Construction 
Payment procedures listed above for further details. If not capital construction in nature, 
Finance AP will create a Contract and corresponding Blanket Purchase Order (BPO) in 
ADPICS, and advise the department to proceed with PO creation. 
 
 The following documentation needs to be provided by the user Department to establish a 
contract and BPO:  
 

• Resolution Payment Input Form (Attachment E) and Grant Restriction Indicator (GRI) 
Fform,  (Attachments E & F),. 

• Official copy of the approved resolution, 

• Executed Agreement and/or grant awarded documentation (if applicable), 

• Business/Entity Information Form (Attachment G) with the corresponding W-9 form 
(Attachment H), if the vendor is not already established and active in FAMIS,   

• Departments need to coordinate with the ISD – Procurement Division – Vendor Assistance 
Section in order to activate the vendor under “DPM RGSTR” indicator in ADPICS screen 
FAML9520 to be able to process the Contract/BPO/PO and payment.   
 

Paper Invoices - Departments trained on the creation of the Resolution POs,  submits the 
approved paper invoice for payment and must reference the corresponding Resolution PO 
number in ADPICS (Document Prefix for Resolution POs is “PCXX” XX equals the department 
two letter code).  The system automatically generates the invoice sequence number (Invoice 
Sequence for Resolution invoices ICXX) when posted.   The system will also generate the 
corresponding voucher number (Voucher Sequence for Resolution Vouchers CVXX). Once 
paid the system will reduce the PO by the payment amount. 
  
IWA Invoices - all the initial steps in the process described above remain the same (e.g. 
creation of contract, BPO and PO), the imaged invoice must reference the Resolution PO to 
be processed.  

 
 

 
 
CONTACT(S): 
Department/Division 
 
Finance Department/Controller’s Division/Accounts Payable and Shared Services Sections 
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REFERENCE DOCUMENT(S): 
 
Administrative Order 3-38, Purchase of Commodities and Services 
 
Administrative Order 3-19, Prompt Payment 
 
Administrative Order 6-5, Attendance at Local Conferences 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
ATTACHMENT A 
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ATTACHMENT B 
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ATTACHMENT B (Cont.) 
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ATTACHMENT C 
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ATTACHMENT D 
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ATTACHMENT E 
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ATTACHMENT F 
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ATTACHMENT G 
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ATTACHMENT H 
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