Qualification Questions

Participants 
· Who will be attending the presentation and what are their roles?

· Executive Sponsor:

· Expense Report Owner:

· Travel Manager:

· Technical Owner:

· AP Manager:

· IT Representative:

· Legal Approver:

· Consultant:

· Who would you say will be the most demanding user and what are their key requirements?

· Who would you say is the most influential IT user and what are their key requirements?

· Who is the executive sponsor and what is their key requirement?
Alternatives

· How did you find out about Concur?

· What other vendors are being evaluated?

· What is their approach?

· What do you believe are strengths of their approach?

· What do you believe are challenges to their approach?

Timing

· When would you like to have the solution in full production being used in the field?

· Pilot Date?

· What happens if we miss that date?

· Back up 12 weeks to find when the project needs a kick-off meeting.

· Are there any other large projects or resource concerns; which may prevent us from reaching those dates?
· How long does it take to get a contract approved in legal?

· Are their any procurement issues which typically delay signature?
Saas or On Premise Software

· Have you used any Saas or On Demand services before?

· What was your experience?

· What advantages to you believe Saas offers?

· Significantly lower deployment costs 

· Rapid initial deployment

· Predictable monthly costs

· Minimal IT resources required

· No hardware to buy and no software to maintain

· Seamless software updates for lower total cost of ownership

· Faster innovation

· Better support

· Better reliability

· What advantages do you see in on premise software?

· More customization capability

Budget

· Is this an approved project?

· What is the project called?

· How did you come up with the ROI to justify the project?

· What is the internal rate of return you need for this project?

· How was that calculated?

· Approximately how much has been budgeted to address the problem?

· Can you think of any reason why this project might get delayed or killed?

Decision Making Process

· How do you make the decision?

· Will you provide us a copy of the evaluation form so we understand the criteria?

· Who will be involved in the decision making process?

· Executive Sponsor:
· Functional Lead:

· Technical Lead:

· Legal Approver:

· Purchasing:

· How does the procurement process work?

· Is there a committee which needs to review the project findings before money can be spent?

· Who actually signs the service agreement?
Travel Booking Discovery Questions

Key Challenges
· Help me understand the process you use today to book travel?

· What are the biggest issues with today’s process?

· What does that cost you in terms of hard and soft dollars?

· Which issue would you say is the biggest issue?

· How does this problem impact your area?

· Who owns the travel policy enforcement?
· What happens if we can’t fix one of these issues?

Statistics and Background
· Who do you use for your travel management company?

· Do you use another TMC in other locations?

· Approximately how many travelers do you have?

· Approximately how many reservations are you booking monthly?

· Are you booking international travel?

· What is your approximate ARC spend?

· Which OBT do you use?

· What GDS do they use?

· What is the approximate fee for full service ticketing?

· What is the approximate fee for OBT ticketing?

· When is your TMC contract up for renewal?

Travel Policy

· Is there one standard travel policy or different policies & rules for different travelers?

Adoption Rate

· Do you use any on-line booking tools today or is it primarily by phone?

· What percentage of booked trips are place through the online booking tool?
· Is the tool being used for airfare, hotel, and car or is it primarily used for airfare?

· Are your travelers using the system for change/cancel tickets or just initial reservation?
Negotiating Better Corporate Agreements and Leakage

· Do you have corporate negotiated rates with preferred hotel, car rental, and airline carriers?

· Who are your top carriers?

· Air:

· Hotel:

· Car:

· How easily can you determine if people are utilizing these discounted rates?

· Do you believe people are booking travel outside your agency?

· How easily could you identify travel booked outside the agency?

· How easy would it be for you to get a report showing total corporate spend with your largest travel vendors?
Meeting Planning

· Does your organization currently have a process for Meeting Planning (eg Conferences, Seminars, etc)?

Expense Reporting Discovery Questions

Key Challenges
· Help me understand the process you use to process expense reports.

· What are the biggest issues with today’s process?

· What does that cost you in terms of hard and soft dollars?

· Which issue would you say is the biggest?

· How does this problem impact your area?

· Who owns the expense reporting process?
· What happens if we can’t fix one of these issues?

Statistics and Background
· Approximately how many expense reports do you process monthly?
· Approximately how many FTE’s are involved in the expense reporting process?
· What payroll system do you currently use?

· What GL system do you currently use?

· How do you process payroll?

Corporate Card Rebates

· Do you currently use a corporate credit card for travel?

· What percentage of travel spend is placed on a corporate credit card?
· What is your current annual T&E spend?

· Do you have visibility to total travel spend vs. total corporate card spend?
· How much of your spend is captured by your corporate card program?

· Do you have enough spend on your corporate card to receive incentives from your issuing bank?

· Are you satisfied with how much spend you are capturing on your card?

· How is your card program paid? 

· Do you ever experience late fees or penalties from your card issuing bank because of late payments?

· Would there be an advantage to you in centralizing and scheduling card payments to your corporate card based on approved employees expense reports?

· Would this help you reduce client held days?

· Would paying your corporate card for your filers encourage them to use their cards more often?

· What advantages could you gain if you could improve your spend on card? 

· How does spend outside of your card effect your visibility?
· Do you use a P card?

· Do you use a Ghost card for booking airfare?

Shipping, Imaging, and Storage

· Do you require receipts for all expenses?

· How do you currently accept expense reports and receipts?

· How do you handle report archival and storage?
· How do you retrieve an expense report and receipts for a report processed last year?
Auditing and Fraud Detection

· Help me understand the process you use to audit expense reports.

· What percentage of expense reports do you audit?
· Do they look at every single transaction?

· How time consuming is your audit process (how many FTEs)?

· What type of audit policies do you have?

· How long does it take to perform resolution of audit exceptions (how is the process managed)?

· Does your internal auditing process slow your reimbursement cycle?

· What is your current policy for routing T&E reports for approval? How well does this process work?

· How is supporting documentation for expense reports handled?

· Does this supporting documentation impact compliance?

· Have you had any incidences of fraudulent activity?

· What type of visibility do you have to policy violations?

· Do you have visibility to all of your audit failures and resolutions so you can better manage your policies?
· What type of controls do you currently have in place to ensure that employees follow company policies related to T&E spending?

· Do you have segregation of duties relative to filing, processing, and auditing transactions?

Compliance
· Have you had any expense reporting processes questioned during a recent audit?
· Do you have any attendee cost tracking compliance requirements? 
· How many different attendee types do you need to track (eg Employee, spouse, business guest, etc)?

Tax Savings
· Do you currently track meals expense at 100% for non-employee meals and 50% for employee meals?
· Is VAT reclamation something you track?

· What countries do you claim VAT?

Traveler and Manager Productivity
· Approximately how much time does the average traveler take to fill out an expense report?

· What is the process for manager approval and approximately how much time does that take for each expense report?

· Is it OK if all employees in the company see all of the same expense types, or should certain expense types appear only to certain groups of filers?

· Does the approval route differ based on the individual?

Global Requirements

· Do you have foreign operations?  Which countries?

· Do you have to deal in multiple languages or currencies?
Chargeback requirements

· Do you need to charge expenses to different projects or client cost centers?

· Do you need to tie charges to any project management system?

· Do you need to allocate some charges across clients or projects?

Payment
· How do you handle employee reimbursement?
· How many payments are you processing every month?
· How many people currently support this payment process?

· Are your travelers satisfied with how quickly they are reimbursed?

· Is your corporate card set up individual bill or corporate bill?

· Do you have multiple corporate cards with multiple funding banks?

· How does that impact your corporate card terms and rebates?

· Does the employee reimbursement occur with a printed check? EFT?

· What are the mailing costs associated with that?

· How often does reimbursement occur?
· How does information move from the expense report to the payment process?  Batch interfaces or manually re-keying?
· How often do you have to manually correct payment mistakes?

· How much time is spent resolving the issue?

· What checks and balances do you have in place to prevent fraud in the payment process?

· How much additional interest/income could you generate on a monthly basis if all of your air, car and hotel spend was only paid out once or twice per month instead of daily?

· How many bank reconciliations do you have to do every month?

· Would it improve your reconciliation time if you were able to reduce your number of monthly transactions?

· Do you maintain your employees as vendors in your AP system for payment purposes?

· What issues does this cause?

Vendor Payment Discovery Questions

Background

· Help me understand the process you use to process non-PO invoices.
· What are the biggest issues with today’s process?

· What does that cost you in terms of hard and soft dollars?

· Which issue would you say is the biggest?

· How does this problem impact your area?

· Who owns the invoice payment process?
· What happens if we can’t fix one of these issues?

Statistics

· Approximately how many invoices are processed monthly?
· How many invoices are paper?

· Approximately how many vendors are involved?

· What is the approximate non-PO invoice spend?
· Approximately how long does it take to process non-PO based invoices?
· Do you currently scan and store documents electronically?

Decentralized

· Are vendor invoices typically received in the field and subsequently forwarded to A/P for payment?  
· Do you have remote offices which receive invoices and delay the payment process?
· Are payment requests processed for payment in the their corporate office (centralized) or in multiple field office locations (decentralized)? Or both?
· Has your audit group ever suggested centralizing invoice processing to further segregate duties and reduce fraud?

Allocations

· Are payment request amounts allocated among multiple organizational units, project numbers, etc.?
· Do you have a need to split a payment request based on particular data such as Cost Center, Division, Department, Project, etc?
· Do you track project related expenses in Accounts Payable?
· Are project related expenses assigned to a different GL code?
Global

· Do you have foreign operations?  Which countries?

· Do you have to deal in multiple languages or currencies?
Payment Types

· What are the general types of payment requests being processed?   
· Check Requests – no vendor invoice available
· Invoice Payment – vendor invoice attached
· Capital Acquisition (fixed asset)


· Recurring Payments

· Cleaning Bills

· Utility bills
· Rent/lease payments


· Contract payments


· Other Payments (identify below)

Approval Workflow

· Who in your organization is responsible for initiating the payment process?

· Invoice Owner

· Back-office Accounting Personnel
· Do all expenditures require approval before the expense occurs?

· How do you manage the routing and approval of paper invoices?

· Is the workflow always the same employee to manager or does it change depending on the size of the transaction?

· Can you easily identify where an invoice is at in the approval process?

· Do employees and/or managers complete a standard authorization form?   (If so, obtain a copy of this document for review.)
· If vendor invoices are processed as is (i.e. without any payment request form), what information is added to the invoice?   For example:

· Approval signatures

· Account coding

· Project numbers, work orders, task numbers, other
· What are their approval requirements associated with payment requests?

· Are special rules applied to determine the approvals required for payment requests?  What are the criteria?

· Dollar based 

· Exception based

· Organizational unit

· Other 

· Do they ever experience lengthy delays in obtaining approvals of payment requests that may result in lost vendor discounts or complaints? 

· Do you use any imaging or document management solutions in A/P today?  
Late Payment or Missed Incentive Dates

· What is the average payment time for payment of manual invoices?
· Do you run into problems where invoice payment terms are missed and late fee’s are charged?

· Do you have vendor discounts in place which get missed?

· How often (in % terms) are you taking advantage of early payment discounts?
New Vendors

· What is the general process for establishing new vendors for non-PO invoices?  Who approves new vendors for addition to their AP Vendor Master file?

· If the vendor is not in your financial system, will you allow your employees to request a new vendor through Concur Vendor Payment?
· Estimate the volume of new (first-time) vendors that are associated with payment requests over the course of a typical month?
· Have they defined and communicated the data necessary to set up a new vendor in A/P?

· What are the data requirements? 

· Do vendors have multiple remittance addresses?  If so, how are these set up in A/P?

· Anything unique about the prospect’s/client’s business?
Vendor Inquiries
· Approximately how many vendor inquiries do you receive daily?

· What is the underlying reason for inquiry?

Back Office Labor Savings

· How many employees are involved in the processing of manual invoices?

Audit
· Walk me through the audit process.
· Do you ever discover paid invoices that didn’t receive required approvals or duplicate payments made on the same invoice?
· Are they aware of any duplicate payments that have been issued in their current environment?
· What are the unique business rules that are applied to the prospect’s/client’s payment process today?

· Dollar limits for specific expense types

· Duplicate payment edits
· Other
Imaging and Archival

· Do you already have the necessary scanning equipment to support Intelligent Capture or will you need to procure it?
· Would you like to outsource this task?

· Are they using any imaging technology to capture vendor invoices online as part of this process?
· Electronic invoicing (i.e. OB10 Network, others)

· Scanners

· Fax

· Other
E-invoicing

· Do you currently process any non-PO invoices using e-invoicing?

Compliance
· Have you had any SOX compliance issues around non-PO invoice processing?
· Are they required to accrue Sales and/or Use Taxes in connection with any of their payment requests? 
· CVP is not capable of calculating or managing Sales and Use Taxes on your behalf; however we can help collect the data in order to streamline and ease this process.

· How much of an issue is this within your organization?  How is this addressed?  

· It will be handled in the Back office processes outside of Concur Vendor Payment and users will not be burdened collecting data. 

· End-Users should help collect the information needed for the Back Office.  This can be done by adding a “ship from zip code” and “ship to zip code” at the header level in combination with a specified Expense type.   A “Tax amount” field and/or checkbox for “Tax was paid” can also be added.  

· Do employees understand these tax requirements when they submit payment requests for payment?
Reporting
· Can you easily get a report showing all non-PO based expenditures by cost center?
· Can they provide us with a list of sample reports used to analyze payment activity?

· Would a summary of approved payment requests assist them in managing their cash flow?   

· Would Vendor Payment accounting data be useful to them in evaluating payment request activity?
Control cost

· What is your current cost to process an invoice?

· What are the major drivers of the costs?

· Do you routinely pay late fees to vendors?

· Are you actively tracking spending per vendor to enable vendor negotiation in the future?

Internal controls (fraud) and compliance

· Do you currently have problems with paying duplicate invoices to the same vendor?

· Is your current process for paying invoices Sarbanes-Oxley compliant? Has the authorized approver signed off every time?

· Is your vendor master file 1099 compliant?

· Can you tell me what fraud controls there are on your current process?

Improved vendor management

· What is the average number of days it takes to pay an invoice?

· Do you ever pay late fees on these invoices?

· How often are you taking advantage of early payment discounts?

· What is your process to ensure that your vendors are complying with negotiated terms?

· Do you approve new vendors before they are added to the vendor master file? What is the vendor on boarding process?
Visibility into spend

· How do you track and report on vendor spend?

· How much detail are you able to report on?

· How long doe this reporting take to prepare?

· Are you comfortable with the accuracy of this data?

· Are you currently using this data to negotiate favorable rates for these non-PO expenses?

Improved vendor relations

· Do you know how much time is spent responding to vendor inquiries?

· Do you ever pay vendor late fees on these types of invoices?

· How often are you taking advantage of early payment discounts from your vendors?
Increasing staff productivity

· Do you expect the volume of invoices to grow significantly due growth or expansion?

· How are you planning on handling this increase in volume?

· How much time is spent by you staff on data entry? On researching vendor inquiries? On tracking down payment status?

Redeploying on mission critical activities

· If you could reduce the cycle time it took to process payment of invoices could you reassign the staff that performs these tasks?

· Do you have a goal to improve Cash Management?

· Do you have visibility into accrued liabilities so that you can optimize your payment schedules?

· Would improved visibility help with cash management?
Eliminating the Sea of Paper

· How many paper invoices do you process a month?

· Do you expect this to grow significantly due growth or expansion?

· What does your process look like today?

· Are there any aspects of this process you would like to change?

Reducing or eliminating manual entry

· How many people in A/P process these invoices?

· Could you use these resources for other activities within AP?

· How is the data from the invoices entered into the AP system?

· What is the error rate on this data entry?

Better visibility into invoice approval / payment status

· What is the average number of days it takes to approve an invoice?

· Do you ever pay late fees on these types of invoices?

· How often are you taking advantage of early payment discounts?

· Do you ever discover paid invoices that didn’t receive required approvals or duplicate payments made on the same invoice?
