
 

 

If you’re like most taking our duplicate payment diagnostic, you’re now scratching your head be-
cause you didn’t think you had much of a duplicate payment issue. What’s more, some profes-
sionals may not understand why some of the items are on the list in the first place. 

 

Let me reiterate one more time. Responding affirmatively to any of the questions does not neces-
sarily mean duplicate payments are stampeding out your door through that avenue. What it does 
mean is that you have the potential for duplicates if you don’t adequately address the issue. So, 
lets take a look at each of them and see why they can create problems—and with that informa-
tion you can craft solutions.   

 

1. While paying late may on the face of things improve your cash flow it can actually lead to 
duplicate payments, which of course, have a deleterious affect on cash flow. When a vendor 
hasn’t been paid within 30 days, most issue another invoice. Unfortunately, these second in-
voices occasionally get paid. Thus, we recommend that all organizations think long and hard 
before unilaterally stretching payments to improve cash flow. You may actually be hurting it 
through duplicate payments. 

 

2. Without a strict policy of making invoices go to accounts payable first, they sometimes float 
around the company. When this happens, payments are delayed, a second invoice is often is-
sued, and, as discussed above, those second invoices occasionally get paid. 

 

3. If processors do not use the same strict coding standards when entering invoices those second 
invoices will appear to be new when they show up resulting in a duplicate payment. 
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4. Processors very familiar with their jobs often discover shortcuts that work 
for them. Sometimes they are improvements but they can also unintention-
ally open the door for duplicates. Managers who regularly check processors 
work will quickly discover their processors’ “improvements” but without that 
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regular checking, loopholes quietly reappear. 

 

5. As with invoices, a coding standard for the master vendor file 
should be used; without it the same vendor can be entered several 
times. 

 

6. Again, as above, if you do not check to ensure that the coding 
standard is continually used by all entering data into the master ven-
dor file, problems can arise. 

 

7. In order to ensure no mishaps, the coding standards for entering 
invoices and entering data into the master vendor file should match. 
Without that conformity, errors will slip through. 

 

8. Relying on a processor’s memory as a guard against duplicate pay-
ments is one of the weakest and most ineffective ways to protect 
your organization against this problem. Organizations that rely on 
memory as their main line of defense against duplicates end up with 
loads of them.  

 

9. Many systems will not allow the entry of a duplicate invoice num-
ber. This supposed safeguard lulls many executives into thinking they 
could not possibly have a duplicate payment. Unfortunately, most 
processors know that all they have to do is add a blank space, a pe-
riod, or some other insignificant character to the end of the invoice 
number and it will force it through—and that is exactly what many 
processors do. 

 

10. Rush checks are a notorious source of duplicate payments. Poor 
or insufficient backup are the main cause. Minimize rush checks if for 
no other reason than to minimize the number of duplicate payments. 
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11. Check request forms processed without backup are almost a 
guarantee that a duplicate payment will be made if an invoice shows 
up. After all, there is no record that the payment of that invoice has 
been made.  

 

12. Most auditors say that a good portion of the duplicate payments 
they find occur today when payments using different payment vehi-
cles (check, ACH, p-card etc.) are used. 

 

13. When payments are made outside the accounts payable depart-
ment, the staff making them, however well intentioned, often don’t 
adhere to the same stringent procedures used by the accounts pay-
able staff. The most frequent mistake is not extinguishing the PO 
and receivers. This can be addressed by either having all payments 
made in accounts payable or training those in other departments 
about the fine points of the payment process. 

 

14. Without a standard methodology for entering invoice numbers, 
the weak control of not permitting duplicate invoice numbers to be 
entered becomes almost worthless. This is especially important if 
your system has a limit on the number of fields for the invoice num-
ber.  Some have as few as 15. 

 

15. As with coding standards, if you don’t regularly check to make 
sure your processors are entering invoice numbers according to your 
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standard, you may find that some have developed their own short-
cuts. 

 

16. Invoices without invoice numbers are another source of duplicate 
payments. Develop a strategy for creating an invoice number for 
these invoices making sure it will create the same unique number no 
matter who uses the strategy. Do not include social security numbers 
in the process. 

 

17. Again, regularly check to make sure your processors have not de-
vised their own systems for creating invoice numbers—a system that 
results in a different invoice number than the one created by their 
peers using the agreed to approach. 

 

18. Before checks are released some routines should be incorporated 
to check for duplicates. Most organizations focus on larger payments 
during this checking. 

 

19. If you do not regularly follow up on uncashed checks and keep all 
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Pricing: For organizations with fewer 
than 50,000 vendors in their mater ven-
dor file 

• Annual (and first) reports: $7,999 
• Quarterly, thereafter  $3,495 
 
http://ap-now.com/mvfdiagnostic.html 



 

 

back up documentation, you may find the unclaimed property audi-
tors deeming those amounts as unclaimed property. Follow up and 
document to avoid having to turn those funds over to the states. 

 

20. As above, if you void a check without keeping the requisite 
backup documenting the reasons, unclaimed property auditors are 
likely to deem the amounts as unclaimed property and require you 
turn it over to the state.  

 

21. If the master file in not cleansed at least once a year of all inac-
tive accounts, employees may inadvertently pay an invoice against 
an inactive account and then pay the second invoice against the cor-
rect account. Also, inactive master vendor accounts facilitate fraud.  

 

22. Insisting on original invoices used to be a pretty good control 
against duplicate payments. That is no longer true. With advances in 
technology there can be 15 original copies of an invoice.  

 

23. Vendors intent on fraud know that if they call accounts payable 
and scream and carry on, they may get paid. View all such vendors 
with a great deal of skepticism. Of course, if you regularly pay late, 
some vendors may have legitimate complaints. 

 

24. Set up a separate fax number in accounts payable for invoices as 
well as a separate e-mail address. Today, this is how invoices are 
delivered and by getting them all in accounts payable you will be one 
step closer to paying on time and not getting one of those trouble-
some second invoices. 

 

25. Duplicate payment audits by a third-party audit firm are the best 
way of confirming that you’ve done everything possible to minimize 
duplicates. Since many work on a contingency basis, if you’re right, 
the audit shouldn’t cost much. And, if you’re wrong, the firm should 
not only recover your lost money but it should also give you a com-
prehensive report identifying the problems in your process that al-
lowed the duplicates to slip through. If you are concerned about 
paying for a large-dollar recovery, consider AP Now’s Top 100 Most 
Wan ted  Dup l i c a t e s  se rv i c e .  h t t p : / /www.ap-now.com/
duplicatepayments.html AP N&T 
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