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PURPOSE
To set guidelines and responsibility for vendor invoice processing.

PROCEDURE
The supplier who provides materials or services in a satisfactory manner, expects, and is entitled to prompt payment in less than forty (40) days per Florida Statutes.  Prompt payment of invoices is one facet of positive action that must be observed by all College employees involved with any aspect of invoice processing for the success of the total College.

Invoice Processing Responsibility.  Each regular purchase order issued will identify the Accounts Payable (A/P) office or business office to which all vendor invoices are to be directed.  Invoices for purchases under blanket purchase orders will be directed to the appropriate campus business office or A/P office.  Invoices for purchases where the materials being purchased are to be used by College administration will be directed to the accounts payable office.  The designated office as determined above will be respon​sible for the following functions: 

Maintain an on-line file of active open purchase orders.


Input invoices on-line upon receipt

Monitor invoices/receiving reports to ensure receipts are being input on-line within two (2)  working days after delivery to receiving.

Conduct follow-up on all overdue invoices when materials/services have reportedly  been received for 14 days or more and receiving has not been entered on-line.


Conduct follow-up to obtain copies of invoices on items received for 14 days or more.

Coordinate on service company purchase orders wherein specific College contact personnel will be designated on the purchase order to acknowledge and certify service visits and maintain sufficient records of visits to en​able certification, without question, of service company invoic​es.

Verify invoices against purchase orders. Notify the purchasing office of any discrepancies in description of items, quantity, price, greater than 5 percent or $75.00, freight added on FOB college purchases, etc., for resolution/potential issuance of a change order. (See APM 05-1103).

Consolidate all related documents (invoice, check voucher, etc.) for payment processing.  All travel disbursement requests should be put in a separate envelope and sent to the A/P office.

Refer misdirected invoices which cannot be identified with open purchase orders after an appropriate amount of research, includ​ing a contact with the vendor, to the Director of Administrative Services and purchasing office for ap​propriate action. This identification should be completed within ten (10) working days after initial receipt of the invoice within the College.  The period of time used in calculation of prompt payment discounts will start at the time the correct invoice is received or materials physically received, whichever is later, at the correct address. 

The Controller is responsible for monitoring the timeliness and correctness of all College invoice processing, preparing appropriate statistical reports to include lost discounts, if any; and, processing invoice docu​ments for payment.  The Controller will apprise the Director of Administrative Services and/or Purchasing Manager/Associate Vice President of Purchasing and Business Services and/or appropriate campus business office coordinator of any unsatisfactory process​ing that affects purchasing procedures or appears to depart from a fair and good business-like relationship with a vendor. 

The Controller and/or Director of Administrative Services will audit invoice documentation and ensure entry for payment on a periodic cycle, no longer than weekly, as a matter of normal routine. If neces​sary to meet a prompt payment discount date, an invoice shall be entered for payment on other than the periodic cycle.

Other Personal Services (OPS)/Independent Contractor Agreements
Contracts made out to a person shall be processed through the budget office.  These contracts shall have the required approval of the Director of Budget and Payroll and for purchases >$10,000 the Vice President of Administra​tive Services and be paid by an on-line committed disbursement request (DR).  

OPS contracts to a company or entity shall utilize an on-line committed department requisition and an encumbered purchase order to process payment.  Fiscal year cumulative value of OPS contracts to a person or company greater than the amount as specified in section 287.017 Florida Statutes for purchase category four (currently $195,000) shall be submitted as an agenda item for confirmation of administrative action at the next schedule District Board of Trustees meeting.  For those contracts that initially are greater than category four require or more, pre-approval by the District Board of Trustees.

Refer invoice discrepancies or questions regarding payment to the Director of Administrative Services and/or Purchasing Manager/Associate Vice President of Purchasing and Business Services or cognizant purchasing agent for resolution when resolution cannot be accomplished by the receiving office.
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