Enterprise Audit Steps – Contract Monitoring (Rev. 11.10.11)
1. OBJECTIVE 1 – Policies and Procedure
1.1 Policies and Procedures - Review policies and procedures for inclusion of:
1.1.1 Responsibilities of agency personnel
1.1.1.1 Agency Head, Section 287.057(16), Section 287.058(2)
1.1.1.2 Chief Financial Officer, Section 17.03, Section 17.29
1.1.1.3 Contract Manager, Section 287.057(14)
1.1.1.4 Contract Administrator, Section 287.057(15)
1.1.1.5 Contract Evaluator, Section 287.057(16)(a)   
1.1.1.6 Contract Negotiator, Section 287.057(16)(b),  Rule 60A-1.041(3-7)
1.1.1.7 Project Management Professional, Section 287.057(16)(b), Rule 60A-1.041(8)
1.1.1.8 Chief Procurement Officer, Rule 60A-1.016(3)
1.1.2 Training of agency personnel
1.1.2.1 Contract Manager, Section 287.057(14), CFO Memorandum No. 04 (09-10)
1.1.2.2 Project Management Professional, Section 287.057(16)(b)
1.1.2.3 Contract Negotiator, Section 287.057(16)(b), Rule 60A-1.041(7)
1.1.3 Identification of conflicts of interest Section 112.313(7)
1.1.4 Scope of work: Section 287.058(1)(d), CFO Memorandum No. 01 (07-08), CFO Memorandum No. 05 (09-10)
1.1.4.1 Identifies all tasks and/or services required Section 287.058(1)(d),
1.1.4.2 Includes minimum performance standards Section 287.058(1)(e), CFO Memorandum No. 05 (09-10)
1.1.4.3 Identifies deliverables Section 287.058(1)(e), CFO Memorandum No. 01 (07-08), CFO Memorandum No. 05 (09-10)
1.1.4.4 States due dates and milestones Section 215.422
1.1.5 Contract monitoring requirements
1.1.5.1 Deliverables
1.1.5.2 Milestones Section 215.422
1.1.5.3 Contract modifications 
1.1.5.4 Renewals Section 287.058(g)
1.1.6 Right to audit clause Section 287.058, Section 215.97(3), Rule 69I-5.006(3)
1.1.7 Instructions for use and measurement of outcomes and outputs
1.1.8 Dispute resolution/Corrective Action Section 17.03, Rule 69I-24.003; DFS CGUG (pg. 30)
1.1.9 Contingency plans for interruption of service or contractor failure DFS CGUG (pg. 30)
1.1.10 Review invoicing and payment procedures for:
Review and approvals - Review invoice for accuracy and completeness. Section 215.422, Rule 69I-40.002, Rule 69I-24.003
1.1.10.1.1 Description of services; DFS Contract Grant & User Guide (CGUG) (pg. 33)
1.1.10.1.2 Number of service units provided; DFS CGUG (pg. 33)
1.1.10.1.3 Period of services; DFS CGUG (pg. 33)
1.1.10.1.4 Payment terms as identified in the agreement; DFS CGUG (pg. 33)
1.1.10.1.5 Payment request/invoice billing period coincides with documentation submitted. Section 215.422, Rule 69I-40.002,  Rule 69I-24.003; DFS CGUG (pg. 33)
1.1.10.2 Invoiced amount is in compliance with the terms of the agreement DFS CGUG (pg. 33)
1.1.10.3 Compliance with terms of the contract DFS CGUG (pg. 33)
1.1.10.4 Completeness and adequate detail of the invoice DFS CGUG (pg. 33)
1.1.10.5 On-site monitoring and inspection where applicable (construction for example)
1.1.10.6 Incentive/disincentive adjustments

1.2 Closeout Procedures - Verify that agency contract closeout procedures (programmatic and fiscal) are documented and ensure a programmatic closeout includes, but is not limited to, determining and documenting that:
1.2.1 All deliverables and services have been delivered and accepted in writing. DFS Contract & Grant User Guide (pg.35)
1.2.2 All reports (including Financial Status Report) have been received and accepted in writing. DFS CGUG (pg.35)
1.2.3 Program objectives were met. DFS CGUG (pg.35)
1.2.4 Liquidated damages/sanctions have been assessed for nonperformance/non-compliance. DFS CGUG (pg.35)
1.2.5 Acquired non-expendable property has been returned to State. DFS CGUG (pg.35) 
1.2.6 Advances and/or interest earned on advances have been recovered or applied against what is owed. DFS CGUG (pg.35)
1.2.7 Amounts assessed as liquidated damages/sanctions for nonperformance/non-compliance have been recovered. DFS CGUG (pg.35)
1.2.8 Disallowed costs and/or unused grant funds have been recovered. DFS CGUG (pg.35)
1.2.9 Final payment to provider is made only after all programmatic and fiscal steps have been completed. DFS CGUG (pg.35)

2. OBJECTIVE 2 – Training and Development
2.1 Determine what training and experience is required for each type of contracting position 
2.1.1 Chief Financial Officer, Section 287.057(14) 
2.1.2 Contract Manager, Section 287.057(14), CFO Memorandum No. 04 (09-10)
2.1.3 Contract Administrator, Section 287.057(15)
2.1.4 Contract Evaluator, Section 287.057(16)(a)
2.1.5 Contract Negotiator, Section 287.057(16)(b)
2.1.6 Project Manager Professional, Section 287.057(16)(b)
2.2 Identify and analyze contract training offerings by the department
2.3 Identify and analyze contract training offerings by DMS and DFS

3. OBJECTIVE 3 – Best Practices
3.1 List best practices as they are identified in other steps.
3.2 Review survey results for best/worst areas, departments, districts, etc.
3.3 Determine contracting inefficiencies
3.4 Identify unnecessary steps and procedures
3.5 Evaluate practices for audit trails

OPTIONAL

4. Evaluate Standard and Template Contracting Documents 
4.1 Evaluate and determine if each Standard and Template Contracting Document includes:
4.1.1 Provisions for contract cancellation and penalties, if any, are clearly stated. DFS Contract & Grant User Guide (pg. 11)
4.1.2 Appropriate right to audit clauses are included. DFS CGUG (pg. 11)
4.1.3 Agreements clearly describe the timing, nature, and substance of all reports the provider is required to prepare. (If applicable) DFS CGUG (pg. 11)
4.1.3.1 Includes the date each report is due. DFS CGUG (pg. 21)
4.1.3.2 Lists the specific information that each report is to contain. DFS CGUG (pg. 21)
4.1.3.3 Requires a standard format for reports. DFS CGUG (pg. 21)
4.1.3.4 Requires the provider to maintain documentation to support the information in the reports. DFS CGUG (pg. 21)
4.1.3.5 Reports are readily reconcilable to the invoices and the supporting documentation. DFS CGUG (pg. 21)
4.1.4 Contains sanctions for failure to submit reports in a timely manner. DFS CGUG (pg. 21)

Florida Administrative Code
The following are the Florida Administrative Codes (Rules) referenced above which are available here.
60A-1.041 Solicitation Requirements.   
When preparing a solicitation, an agency shall consider which form of competitive solicitation will result in the best value for the State.
(1) Pursuant to Section 287.057(2)(a), F.S., if the agency determines that the Invitation to Bid method is not practicable, the agency shall document the reason for its use of the Request for Proposal.
(2) Pursuant to Section 287.057(3)(a), F.S., if the agency determines that neither the Invitation to Bid method nor the Request for Proposal are practicable, the agency shall document the reason for its use of the Invitation to Negotiate method. This written determination must be approved in writing by the agency head or his or her designee, prior to advertising the solicitation.
[bookmark: Rule60A_1_041_3_7](3) Appointment of Contract Negotiators – Pursuant to Section 287.057(17)(b), F.S., if an agency elects to employ the Invitation to Negotiate (ITN) method to solicit competitive sealed replies, the following requirements shall govern the agency head’s appointment of the negotiation team.
(a) Regardless of the value of the contract, the negotiation team members shall collectively have knowledge and experience in negotiating contracts, contract procurement, and the program areas and service requirements for which commodities or contractual services are sought.
(b) If the value of the prospective contract will exceed $1 million in any fiscal year, at least one member of the negotiation team must be a Department-certified contract negotiator. To the extent practicable, the agency shall involve the certified negotiator in the development of the ITN, taking into account the certified negotiator’s familiarity with the subject matter and the complexity and value of the contract. 
(4) Certification of Contract Negotiators – Persons seeking certification as a contract negotiator shall complete and submit to the Department Form PUR 2011 (0#/07), “Application for Certification as Contract Negotiator.” Applicants shall either scan the completed form and submit it electronically to PURCertification@dms.state.fl.us, fax the form to the Department as provided in the PUR 2011 or mail the completed form to State Purchasing, Department of Management Services, 4050 Esplanade Way, Suite 360, Tallahassee, FL 32399-0950. The Department shall certify as a contract negotiator any state or political subdivision employee who satisfies the following criteria: 
(a) Any person certified by the Department as a Florida Certified Negotiator prior to the effective date of this administrative rule shall retain their contract negotiator status. The Department will issue to each prior-certified negotiator a new certificate reflecting his or her status as a Certified Contract Negotiator. Submission of Form PUR 2011 will not be required; 
(b) Any person who has: (1) completed either the National Institute of Governmental Purchasing (“NIGP”) General Public Procurement seminar or the NIGP Sourcing in the Public Sector seminar or Department-approved equivalent; (2) completed the Negotiation Strategies seminar offered by the Department or Department approved equivalent; (3) completed the Department’s Negotiation in Florida seminar or Department-approved equivalent training by another agency of the State of Florida; (4) worked a minimum of twelve (12) months as either a purchasing agent, contract manager or contract administrator for the State of Florida or one of its political subdivisions where the job description for the position required that at least half of the individual’s designated duties included: procuring commodities or services; their participating in contract negotiation, contract management or contract administration; or working as a state or political subdivision agency attorney whose duties included providing legal counsel to an agency’s purchasing or contracting staff; and (5) led at least one federal, state or local government negotiation team through a negotiated procurement or served on at least three federal, state or local government negotiation teams; 
(c) Any person holding a Masters in Business Administration or other graduate level business degree from a state accredited college or university who has: (1) completed either the NIGP General Public Procurement seminar, the NIGP Sourcing in the Public Sector seminar or Department-approved equivalent; (2) completed a semester-long business school or graduate level class on negotiation, the Negotiation Strategies seminar offered by the Department, or Department-approved equivalent; (3) completed the Department’s Negotiation in Florida seminar or Department-approved equivalent training by another agency of the State of Florida; (4) worked a minimum of twelve (12) months as either a purchasing agent, contract manager, or contract administrator for the State of Florida or one of its political subdivisions where the job description for the position required that at least half of the individual’s designated duties included: procuring commodities or services; their participating in contract negotiations, contract management or contract administration; or working as a state or political subdivision agency attorney whose duties included providing legal counsel to an agency’s purchasing or contracting staff; and (5) led at least one federal, state or local government negotiation team through a negotiated procurement or served on at least three federal, state or local government negotiation teams; 
(d) Any state or political subdivision agency attorney currently licensed by the Florida Bar who has: (1) completed either the NIGP General Public Procurement seminar, the NIGP Sourcing in the Public Sector seminar or Department-approved equivalent; (2) completed a semester-long business school or graduate level class on negotiation, the Negotiation Strategies seminar offered by the Department, or Department-approved equivalent; (3) completed the Department’s Negotiations in Florida seminar or Department-approved equivalent training by another agency of the State of Florida; (4) worked a minimum of twelve (12) months as a state or political subdivision agency attorney whose duties included providing legal counsel to an agency’s purchasing or contracting staff; and (5) led at least one federal, state or local government negotiation team through a negotiated procurement or served on at least three federal, state or local government negotiation teams.
(5) Department – Approved Negotiation Training Equivalent is training in the form of classes or seminars taken to ensure that certified contract negotiators are: trained in effective negotiation strategies; capable of successfully implementing those strategies during contract negotiations; and familiar with what is required of them in their role in the procurement process as a contract negotiator. In satisfying the equivalent training requirement, employees seeking certification or recertification may either select training classes from the state term contract or other Department listing that identifies pre-approved negotiation training courses or may, on a case-by-case basis, request that the Department separately approve a course or courses not listed on the state term contract or elsewhere by the Department, by completing and submitting to the Department Form PUR 2012 (0#/07), “Request for Approval of Department Approved Equivalent Certified Negotiator Training Course.” 
(a) Approval of the PUR 2012 shall be granted by the Department only if the course(s) identified on the form offers training that meets or exceeds the training standards established in subsection (5). 
(b) Approval of the PUR 2012 may be granted by the Department either before or after the employee takes the class, so long as the course(s) meets or exceeds the training standards established in subsection (5). 
(6) Certification of Contract Negotiators – Certification of contract negotiators by the Department shall be effective for a period of 5 years from the date of issuance of the certification. 
[bookmark: Rule60A_1_041_7](7) Recertification of Contract Negotiators – Persons seeking recertification as a contract negotiator shall complete and submit to the Department PUR 2013 (0#/07), “Application for Recertification as Contract Negotiator.” Applicants shall either scan the completed form and submit it electronically to PURCertification@dms.state.fl.us, fax the form to the Department as provided in the PUR 2013 or mail the completed form to State Purchasing, Department of Management Services, 4050 Esplanade Way, Ste. 360, Tallahassee, FL 32399-0950. Recertification of contract negotiators by the Department shall be effective for five (5) years from the date the employee is recertified. The date of recertification shall be reflected on the certified contract negotiator certificate issued by the Department to the employee. If the certified contract negotiator fails to recertify before the end of the 5 year certification time period, their certification will expire until they are recertified by the Department. 
(a) To become recertified as a contract negotiator, the person seeking recertification must have originally been certified by the Department as provided in this rule and shall be required to complete 16 hours of recertification courses offered through the Department, or, on a case-by-case basis, may request that the Department approve a course or courses not offered by the Department by completing and submitting to the Department Form PUR 2012. The person seeking recertification shall indicate on the form that the course or courses are presented for purposes of recertification. Further, recertification applicants must have led or participated in three or more federal, state or local government negotiated procurements during their preceding five (5) year certification period and must be currently employed in a state or local government position in which the job description for the position includes contract negotiation as part of the job description.
(b) Approval of the PUR 2012 submitted for recertification shall be granted by the Department only if the course(s) identified on the form offers training that meets or exceeds the training standards established in subsection (5). 
(c) Approval of the PUR 2012 may be granted by the Department either before or after the employee takes the recertification class or classes, as long as the course(s) meets or exceeds the training standards established in subsection (5). 
[bookmark: Rule60A_1_041][bookmark: Rule60A_1_041_8](8) Appointment of Project Management Professional (“PMP”) – If the value of the prospective contract will exceed $10 million in any fiscal year, at least one member of the negotiation team shall be a PMP, as certified by the Project Management Institute. The Department shall maintain a list of agency personnel certified as PMPs, assist agencies in determining their PMP needs and assist agencies with preparing and training state agency employees for PMP certification.
Specific Authority 287.042(12), 287.057(17)(b) FS. Law Implemented 287.032, 287.042, 287.057, 287.058 FS. History–New 8-19-04, Amended 3-28-07.
60A-1.016 Contract and Purchase Order Requirements.
(1)(a) Prior to making a purchase, an agency shall review current surplus property certifications.
(b) All purchases shall be in writing or through the State’s Purchasing Card Program.
(2)(a) A written agreement in excess of the threshold amount of Category Two shall be signed by the agency head and the vendor prior to the rendering of the contractual services or the delivery of the commodity, except in the case of a valid emergency as certified by the agency head. If the agency chooses to procure commodities or contractual services by purchase order in lieu of a written agreement, the purchase order shall be signed by the authorized purchasing or contracting personnel. When there is no emergency and the agency fails to have the written agreement signed as required, the agency head, no later than 30 days after the vendor begins rendering the service or delivering the commodity, shall certify the conditions and circumstances as well as action taken to prevent reoccurrence, to State Purchasing using the “Notice of Non-Compliance,” Form PUR 1010 (03/04), which is hereby incorporated by reference. This form is available on the internet at http://dms.myflorida.com/purchasing. Pursuant to Section 287.058(2), F.S., the agency shall also send a copy of this form to the chief Financial Officer with the voucher authorizing payment.
(b) All agency contracts and purchase orders may be electronically signed by the authorized individual as provided in Section 668.004, F.S.
(c) Any contract which binds the state or its executive agencies for purchases for a period continuing beyond the fiscal year shall include the following statement: “The State of Florida’s performance and obligation to pay under this contract is contingent upon an annual appropriation by the Legislature.” 
(d) All contracts that limit the liability of a contractor shall be consistent with Section 672.719, F.S.
[bookmark: Rule60A_1_016_3](3) Purchase Order Requirements. To the extent that these requirements are not superceded by an electronic procurement system, the chief procurement officer of each agency is responsible for:
(a) Securing all unused purchase orders in a safe place and restricting access to these documents.
(b) Maintaining a file and accounting system for all consecutive purchase orders issued or voided.
(c) Maintaining a record of persons authorized to issue and sign each type of purchase order.
(d) Monitoring and reviewing processes for the use of purchase orders and field purchase orders.
(e) Ensuring that all purchase orders contain the solicitation number, statements regarding the quantity, description, and price of goods or services ordered; applicable terms as to payment, discount, date of performance, and transportation; and liquidated damages.
Specific Authority 287.032, 287.042 FS. Law Implemented 287.017, 287.042, 287.057, 287.058, 287.133, 668.004 FS. History–New 8-6-81, Amended 11-4-82, 2-13-83, 5-26-83, 10-13-83, 5-10-84, 11-12-84, 12-17-85, Formerly 13A-1.16, Amended 6-5-86, 2-9-87, 11-3-88, 1-18-90, 4-10-91, Formerly 13A-1.016, Amended 4-24-94, 1-9-95, 1-1-96, 3-24-96, 7-6-98, 1-2-00, 7-11-04, 10-15-06.
[bookmark: Rule69I_40_002]69I-40.002 Requirements.
Following is  information, data or requirements to be met concerning vouchers submitted to the Chief Financial Officer for payment.
(1) All vouchers submitted to the Chief Financial Officer for disbursement or transfer of funds shall include documentation to show that the requested disbursement or transfer is authorized by law, unless such authority is evident from the face of the voucher. When requested by the Chief Financial Officer, the voucher must show that the agency or officer has been expressly authorized by law to expend funds for the purpose under consideration, or must be considered to have been given such authority by necessary implication in order to carry out a duty or function expressly imposed or authorized by law. The requirement for legal authority may not be satisfied by demonstrating that the requested disbursement or transfer has been done or approved previously.
(2) All invoices must be original invoices. If the original invoice is not available, a duplicate of the invoice shall be maintained by the agency provided the agency has determined that the invoice has not been previously paid. The duplicate invoice must be labeled “original invoice not available – agency records show that this obligation has not been previously paid. Signed _________.”
This statement must include the original signature of the person making the determination.
(3) Invoices must clearly reflect a description of the item or items, the number of units and the cost per unit. Numerical code descriptions alone will not be accepted. When the warrant is for a postage meter, the meter number or permit number is required.
(4) Invoices and other supporting documentation included in a voucher must be grouped by vendor and arranged in the same order as the vendors listed on the voucher schedule. If the voucher includes multiple invoices from the same vendor, the voucher must include an adding machine tape or other evidence showing that the total of the invoices is equal to the amount shown on the voucher schedule.
(5) Thermofax copies, because of their temporary nature, may not be used as supporting documentation in vouchers submitted for payment. If a thermofax document must be used, it must be copied on a standard photocopy machine and the standard photocopy included in the voucher.
(6) Acronyms and non-standard abbreviations for programs or organizational units within an agency should not be used in the supporting documentation included in a voucher unless an explanation is also included.
(7) Discounts must be taken prior to scheduling. Also, invoices providing discounts shall be grouped and submitted on a separate voucher schedule, and shall be clearly stamped “discount voucher.”
(8) A statement will not be paid unless it can be clearly shown that it is to be used as an invoice. No balances for prior purchases will be paid unless supported by original invoices.
(9) For agencies subject to the requirements of Section 287.022, Florida Statutes, vouchers for the payment of insurance, except title insurance, must contain proof that the insurance was purchased by the Department of Management Services or a certification of emergency.
(10) All invoices for payment of building lease agreements shall include on the invoice the approved lease number from the Department of Management Services, if applicable.
(11) Membership Dues – Membership dues, professional and/or other organizational dues shall be approved by the agency head or his designated agent and shall comply with Section 119.012, Florida Statutes, by attaching a certification from the organization stating their records are open for public inspection. In addition, the payment shall be in compliance with Section 216.345, Florida Statutes, if applicable.
(12) No Federal Excise Tax (unless purchased for resale) will be paid. State agencies are exempt under Federal Certificate No. 59-73-0209-K.
(13) State agencies are not liable for the payment of state sales tax. Exemption certificates may be obtained from the Department of Revenue.
(14) Employee Moving Expenses. The cost of moving personal belongings of a state employee may be paid if approval for such is granted by the agency head or designee, if applicable. A copy of this approval must be attached to the claim when presented for payment.
(15) Reimbursement for the cost of a notary commission and seal may be made, if it can be shown that such is for the benefit of the state agency.
(16) In the event it becomes necessary for an agency to “split” an invoice, it will be necessary for the agency to supply additional information showing the distribution of charges between funds for such invoice and a cross reference for all such vouchers.
(17) Payment of Motor Vehicles – Vouchers for the purchase and/or continuous lease of automobiles, trucks, etc., must include documentation showing that funds were appropriated by the Legislature for the purchase/lease of the vehicles or that the purchase/ lease was approved by the Executive Office of the Governor, a copy of the letter of approval from the Division of Motor Pool and a copy of the purchase order. It should be noted that each document should reflect the requisition number assigned by the Division of Motor Pool. For purchases of motor vehicles for institutions managed by the Division of Universities of the Department of Education, the Department of Children and Family Services and the Department of Corrections, only evidence of approval by the Department of Management Services is required.
(18) Specials – Special processing of vouchers shall be limited to bona fide emergencies, contingent upon final approval of the Bureau of Auditing. In the event the request is denied, notice will not be provided.
(19) All invoices required to be submitted to the Chief Financial Officer, shall be submitted in accordance with Section 215.422, Florida Statutes, and the rules and regulations set forth in Chapter 69I-24, F.A.C.
(20) The purchase, lease and use of all communication services must have a copy of the letter of approval from the Division of Communications attached to the invoice, if such approval is required by Chapter 60C-2, F.A.C.
(21) Vouchers for the payment of information resources procurements and the acquisition of information technology resources shall include evidence of compliance with the requirements of Section 282.311, Florida Statutes, if applicable.
(22) Vouchers which include payments for the lease of equipment, the annual cost of which is in excess of purchasing category two established in Section 287.017, Florida Statutes, must show the lease approval number assigned by the Chief Financial Officer.
(23) Vouchers for the repair or maintenance of passenger vehicles must include the State property number or the license tag number of the vehicle. If repairs are the result of an accident, a copy of the accident report must be included.
(24) All payments to State agencies shall be made by journal transfer unless the necessity for making payment by warrant is documented by the agency and approved by the Chief Financial Officer.
(25) Unless specifically authorized by law, the following items related to professional and occupational licenses will not be paid:
(a) Florida or other Bar dues.
(b) Professional license fees.
(c) Occupational license fees.
(d) Driver license fees.
(e) Other fees for licenses required for an individual to perform his official duties.
(f) Tuition or other fees for classes designed to help an individual pass the examination for any of the above licenses, unless the training is directly related to the person’s current official duties.
(g) Tuition or other fees for continuing education classes for the sole purpose of maintaining any of the above licenses.
(h) Examination fees for professional, occupational or other licenses required for a person to perform his or her official duties.
Specific Authority 17.14, 17.29 FS. Law Implemented 17.001, 17.03, 119.012, 215.42, 216.345 FS. History–New 10-21-75, Amended 9-13-76, 12-11-78, 10-25-79, Formerly 3A-40.02, Amended 1-8-95, 12-29-96, 1-27-98, Formerly 3A-40.002.
[bookmark: Rule69I_24_003]69I-24.003 Requirements.
(1) The following information shall be clearly shown by proper documentation and furnished to the Department on each invoice:
(a) The date of receipt of invoice by agency, determined pursuant to subsection 69I-24.002(15), Florida Administrative Code;
(b) The date that the goods or services were received; and
(c) The date of approval and inspection of goods or services by the agency, determined pursuant to subsection 69I-24.003(2), Florida Administrative Code. Pursuant to Section 215.42, F.S., the Department may require such additional information, as necessary, to ensure conformity with State law before honoring any voucher for payment.
(2) Approval and inspection of goods or services shall take no longer than 5 working days from receipt of goods or services. If the bid specifications, purchase order, or contract specifies otherwise, then the period of time as specified in the applicable document will be considered as the approval and inspection of goods or services date. Reimbursements to state officers and employees presented to the appropriate approving authority shall be acted upon within 5 working days.
(3) It shall be the responsibility of each agency to assure that all vouchers filed with the Department are filed within the time period as prescribed by law, properly executed, certified, accurate, in proper form and properly documented. Additionally, the agency shall maintain and keep a proper record of the date of issuance of the warrant in payment thereof.
(4) It shall be the responsibility of each agency to make prompt delivery of state warrants in payment for goods or services and reimbursements to state officers and employees which are subject to Section 215.422, F.S..
(5) In the event there are exceptional circumstances for which the agency seeks a waiver in part or in whole, the agency shall attach to the voucher at the time of filing a written explanation of these circumstances. The Department shall review the written explanation and make a determination whether to grant the request by waiving in part or in whole. Such determination shall not constitute final agency action and is subject to review pursuant to subsection 69I-24.004(7), Florida Administrative Code.
(6) In the event there is a bona fide dispute, the Department shall be specifically advised of such fact at the time the voucher is filed. If an invoice contains both disputed and undisputed items, the agency shall nevertheless comply with the filing period as prescribed by law with respect to the undisputed items, and the amounts which are undisputed shall be clearly shown.
(7) When an error has been committed, the filing requirement prescribed by law shall be deemed to be met by the agency, provided that the voucher is otherwise timely filed. If there is an apparent or obvious failure or omission to provide to the Department proper documentation or information, which is necessary and proper for payment of the voucher, such circumstances shall not be considered to be an “error” as defined above. (See applicable Chief Financial Officer Memorandums for voucher documentation requirements.)
(8) Each agency shall preferentially process all invoices which provide for discount terms and use diligence in order to obtain the savings offered by the invoice terms. Discounts shall not be taken by an agency if payment is not made within the discount period offered by the vendor.
Specific Authority 17.29, 215.422(8) FS. Law Implemented 215.422 FS. History–New 3-8-90, Amended 9-3-91, Formerly 3A-24.003.
69I-5.006 Recipient/Subrecipient and Vendor Relationships.
(1) State awards expended by a recipient/subrecipient are subject to audit under Section 215.97, F.S., the “Florida Single Audit Act”. Procurement contracts used to buy goods and services from vendors are outside the scope of the Act. 
(2) The Florida Single Audit Act Checklist for Non-State Organizations – Recipient/Subrecipient vs. Vendor Determination (DFS-A2-NS) (Effective 7/05) shall be used to determine the applicability of the Florida Single Audit Act to non-state organizations. State agencies, recipients, and subrecipients that provide state financial assistance to non-state organizations shall complete this form and retain it in their records.
[bookmark: Rule69I_5_0006](3) Whenever a non-state organization is determined to be a recipient or subrecipient of state or federal financial assistance, the standard audit language contained on Form DFS-A2-CL (Effective 7/05) must be included in the document that establishes the State’s, recipient’s, or subrecipient’s relationship with the non-state entity.
(4) Copies of Forms DFS-A2-NS and DFS-A2-CL, which are hereby incorporated by reference, may be obtained at the Department’s website at www.fsaa.state.fl.us.
Specific Authority 215.97(4) FS. Law Implemented 215.97 FS. History–New 11-1-05.
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