Controlling of the Process
It’s important to recognize that sales is a process and either you or the prospect are in control.  Your objective is to learn as much as you can about the prospect’s needs, timeline, budget, and decision process. Alternatively, the prospect’s objective is to learn as much as they can about your product & pricing. The purpose of this session is to teach you how to take control of the process and lay out a checklist that will help both parties address their objectives. During this session, you will learn how to take control of the agenda, set the foundation for equal business stature, and provide a project checklist for success.

Taking Control of the Meeting Agenda
Taking control of the sales process begins with the meeting agenda. I am suggesting that every meeting have an agenda with what you want to accomplish. At the beginning of each meeting, I suggest you confirm the allocated time, review the agenda, and ask for input on additional topics to discuss.  Finally, it is important to outline what happens at the end of the meeting.  For example, as we wrap up the meeting, it will be important to check calendars and arrange the next call or possibly table the project discussion for another time.  Giving your prospect the option to table the project ensures you are not chasing someone who is not invested in driving change.  
Example Agenda
· Discuss Project Overview
· Review Project Checklist
· Establish Next Steps

Example Talking Points
· Thank you for taking the time to meet.  
· I booked 60 minutes for our call.  Does that still work for everyone?
· I have 2 topics on the agenda, but please let me know if there is anything you would like to add, and we will either cover it today or add it to the agenda for the next meeting.
· Finally, let’s use the last 15 minutes to review calendars and establish next steps.  The next item on the checklist is to schedule interviews, but please let me know if we need to table these discussions.

First Meeting Objectives
During the first meeting, I have a few objectives that help lay the foundation for equal business stature. These are not on the agenda but are woven into the discussion to set the stage.  This helps provide context on why I use a project checklist, why I ask a lot of questions, and why the prospect is the real salesperson driving change.
· Objective #1: Establish You Are Busy - Prospects can smell desperation. When you behave in a way that appears to chase their business, it reduces your control and gives all the power to the prospect. 
· Objective #2: You Still Need Business Next Year - My primary goal during the first meeting is to establish trust and take control of the process.  I’m not trying to qualify the prospect; I'm just trying to determine whether they will follow my process.  I explain that I understand how hard it can be to drive change in an organization, and that we will still need business next year.  My goal is to help people build a business case for change and help them navigate the internal hurdles they will face.  By reducing the pressure to qualify during this initial meeting, I am establishing that I don’t need the business today, tomorrow, this quarter, or even this year.  
· Objective #3: Why I Ask a Lot of Questions - You have limited time to explain why your solution is a better fit than products A, B, C, D, and the other 10 AI-provided options. It is essential to establish that your objective is to understand the customer’s needs, challenges, environment, and business metrics to ensure a successful project that extends well beyond the purchase.  By focusing your discussion on a successful project, you will help the prospect see some benefit in sharing information.    
· Objective #4: Why I Use a Project Checklist - Leveraging a project checklist helps you and the prospect understand the evaluation steps, coordinate resources, and avoid confusion.  I establish the importance of taking a few minutes at the beginning of each meeting to update the project checklist and at the end to schedule upcoming meetings.  
· Objective #5: I Over Share to Build Trust - Turning a prospect into a coach and a coach into a champion requires sharing the unique value you provide.  Presenting yourself as an open book is the right recipe for establishing trust and inviting the prospect to reciprocate.  I suggest including digital assets at each step of the project checklist, starting with an overview demonstration.  By proactively delivering a recorded video demonstration, you avoid the scheduling fight, can track how interested they are in your solution, and the video demonstration always works.  As you progress through the project checklist, it will be vital that you share additional documentation links, ROI material, implementation planning, security certifications, training videos, and other digital assets.  
· Objective #6: Transfer the Selling - Every sizable deal will have a coach or champion pushing for change behind the scenes.  These coaches or champions recognize that career advancement often requires driving business value.  It’s essential to establish the vital role they play in driving change. It’s equally important to establish your role as a facilitator to help them build a strong business case for change and navigate the obstacles within their own four walls.    If you can establish this foundation, it will help you better understand where you are in the sales cycle, open the door to deeper discovery, prepare your prospect for internal pushback, and turn your prospect into a coach. 

Why Use a Project Checklist from Day 1? - Many sales professionals use a sequence-of-events email.  For those who are unfamiliar with the concept, it’s an email outlining the steps to contract signature and is used to confirm a cloze date.  This can be an effective technique with a few exceptions.  First, when the sequence-of-events email is introduced late in the sales process, the prospect will quickly recognize the attempt to pin them down.  There is nothing wrong with clarifying steps to closure, but introducing this late in the process can create issues. More importantly, in some cases, the sales executive has not documented the agreed-upon close date, the steps to closure, or the incentives lost by missing that deadline.  This can quickly evolve into a he-said-she-said dilemma.
Introducing the project checklist early helps make the sequence-of-events discussion feel natural.  The prospect feels no pressure in the beginning, and the repetitive review of steps to closure helps build trust and creates a we mentality.



15 Project Checklist Examples for QuickPayables

Example 1-----------------------------------------------------------------------
Tara, Rebecca, and Chris,
 
Thank you again for the opportunity to help improve the employee experience, streamline the back-office process, and advance our commercial partnership.  As a follow-up to our discussion, I put together a few key benefits of our integrated T&E platform and a typical project checklist of activities.  In addition, I included a link to online demonstrations, documentation, and change management materials to share with the broader team.   Maile will reach out to Jennifer to request a time for us to provide an end-to-end demonstration in the next few weeks.  In addition, Maile will work with Jennifer to engage IT and review the implementation, integration, and security requirements.  Finally, Eric will schedule a follow-up call with Tara to discuss the business case and the process for moving this project forward.  I am excited to see the innovation our joint R&D teams can deliver to the market and to your employees.
 
Key Benefits
1. One Integrated Platform – QuickPayables integrates the user experience and data to simplify how employees book travel, reconcile expenses, and manage audit as one connected process.  This tight integration leverages artificial intelligence to identify unusual spending patterns and provides management with clear visibility into controllable T&E spend. 
2. Mobile Experience – QuickPayables delivers a comprehensive mobile experience, allowing employees to book travel, capture receipts, submit, and approve expenses from the palm of their hand.  With over 1 million reviews and a 4.8-star rating, you will appreciate the work put into this world-class mobile app. 
3. Enhanced Compliance – QuickPayables’ audit engine can compare travel booking, corporate card data, and receipt data to find the needle in a stack of needles.  In addition, we leverage sophisticated AI to scan images and analyze spend for suspicious patterns beyond what a human could see.
4. Experience You Can Trust – We bring 20+ years of experience in managing complex financial customer requirements.  The product flexibility, combined with years of implementation experience, will ensure your project is delivered on time and within budget.  Finally, 80% of all travel expenses are processed within QuickPayables, enabling our team to help you benchmark against peer companies and take incremental steps to improve your spend program.  Our customer success team is there to support you every step of the way.
 
Typical Project Checklist
1. www.documentation.com – This site contains online demonstrations, implementation documentation, security documentation, and training documentation to support business case development and implementation.
2. Travel Process Interview (TBD) – Call with the travel manager to review the travel policy, booking process, and any pre-approval requirements.  We have a good understanding of the current program, but would like to ensure we capture all the benefits of an integrated T&E program.
3. Expense Process Interview (TBD) – Call with the finance team member responsible for managing the global T&E process.  We review the travel policy, workflow, card adoption, and audit rules in place.  
4. Audit Process Interview (TBD) – Call with the global audit process owner to review the travel policy, audit rules, exception process, and reporting in place today.
5. Business Case Discussion (TBD) – Call with Eric and Tara to discuss the business areas a change would impact and how that would translate into a better employee experience and a more compliant program.
6. Demonstration (TBD) – Presentation of how the QuickPayables service would improve employee experience, increase back-office efficiency, and deliver greater visibility to enable a more effective employee spend program.
7. Implementation & Integration Overview (TBD) – Call with your implementation team to discuss the project timeline, resources, expectations, and competing projects.  
8. Security Overview – Call with your information security team to review the information security protocols already in place for your use of QuickPayables Travel.  Both QuickPayables Travel & QuickPayables Expense are managed with the same infosec policies, so this should be an easy step. 
9. Internal Implementation Estimate (TBD) – Internal call with your team to obtain the internal IT cost estimate necessary for securing funding and IT resources for implementation.
10. Internal Funding Meeting (TBD) – Internal call with your executive team to review the business benefits, implementation costs, and resources.
11. Procurement Review (TBD) – Review of QuickPayables order form and general terms.  The general terms are in place, so this should be minimal.
12. Contract Execution (TBD) - Aligned with the execution of our overall business development agreement to enhance our joint go-to-market approach.
13. Implementation (TBD) – A typical implementation can run anywhere from 6 to 18 months, depending on the complexity, scope, and availability of internal resources.
14. Go Live (TBD) – Aligned to go live with the rollout of the new Prospect A offering.
 
Project Team Members
QuickPayables
· Eric K., COO & Executive Sponsor
· Maile B., Sales  maile.b@QuickPayables.com 
· Anton L., Sales anton.l@QuickPayables.com 
· Paul M., Solutions Consulting paul.m@QuickPayables.com 
· Shawn D., Business Development shawn.d@QuickPayables.com 
 
Prospect A
· Tara M., EVP Financial Operations Tara.M@Prospect A.com
· Joe T., SVP Global Business Services Joe.T@Prospect A.com   
· Jennifer B., VP Commercial Solutions Jennifer.B@Prospect A.com
· Taylor H., Manager Global Card Administration Taylor.H@Prospect A.com
· Ed M., President & CTO Ed.M@Prospect A.com
· Joan M., SVP, Software Engineering Joan.M@Prospect A.com
 



Example 2------------------------------------------------------------- 
Team,
 
As a follow-up to our call, I have listed all key team members below, along with the updated project checklist.  Cameron will provide available dates for a deep dive into the travel expense and purchase card process, so we can understand the current process, metrics, and the benefits of leveraging QuickPayables as a global platform.  Please take a moment to review each step below so we can update the project checklist with additional team members and future meeting dates.  Mark will keep the project checklist updated and review it at the beginning and end of each meeting to ensure we block calendars for upcoming meetings.  I won’t be joining the next few calls, but I will come to Dallas to take this team out for dinner so I can show you the benefit your employees will see when we roll this out to the broader company.  Thank you all for helping move this project forward and for trusting our team.
 
Prospect E Team Members
· Cameron G., IT Director - Financial Systems & Applications cameron.g@Prospect E.com ###-###-####
· Ansuman M., Senior Solution Manager ansuman.m@Prospect E.com ###-###-####
· Laura S., Sr. Director - IT, Back Office Systems laura.s@Prospect E.com ###-###-####

QuickPayables Team Members
· Jay M., Account Executive jay.m@QuickPayables.com ###-###-####
· Mark G., Account Executive mark.g@QuickPayables.com ###-###-####
· Holly M., Solutions Consultant holly.m@QuickPayables.com ###-###-####
· Kathy S., Solutions Consulting kathy.s@QuickPayables.com ###-###-####
· Eric K., COO eric.k@QuickPayables.com ###-###-####
 
Key Benefits
· One Integrated Platform – QuickPayables integrates the user experience and data to simplify how employees book travel, reconcile expenses, and manage invoices into a single connected process.  This tight integration leverages artificial intelligence to identify unusual spending patterns and provides management with clear visibility into controllable AP spend. 
· Mobile Experience – QuickPayables delivers a comprehensive mobile experience, allowing employees to book travel, capture receipts, submit, and approve from the palm of their hand.  With over 1 million reviews and a 4.8-star rating, you will appreciate the work put into this world-class mobile app. 
· Enhanced Compliance – QuickPayables’ audit engine can compare travel, expense, P-Card, and invoice data to find the needle in a haystack.  In addition, we leverage sophisticated AI to scan images for suspicious patterns.
· Experience You Can Trust – We bring 20+ years of experience in managing complex financial customer requirements.  The product flexibility, combined with years of implementation experience, will ensure your project is delivered on time and within budget.
 
Typical Project Checklist
· www.documentation.com – This site contains online demonstrations, implementation, security, and training documentation to support the business case development and implementation.
· Expense Process Interview (TBD) – Call with the finance team member responsible for managing the T&E process.  We review the travel policy, workflow, card adoption, and audit rules in place.
· Purchase Card Process Interview (TBD) – Call with the finance team member responsible for managing the purchase card process.  We review the purchase card policy, card usage, and workflow.
· Business Case Discussion (TBD) – Call with you, the finance lead, and travel lead to discuss the business areas a change would impact and how that would translate into savings.
· Demonstration (TBD) – Presentation of how the QuickPayables service would increase efficiency and visibility to enable a more effective employee spend program.
· Implementation & Security Overview (TBD) – Call with your implementation and security team to discuss the project timeline, resources, and expectations.  In addition, we cover the security policies and procedures.  This will be a very short call since you are on the same general ledger.
· Internal Implementation Estimate (TBD) – Internal call with your team to obtain the internal IT cost estimate necessary for securing funding and IT resources for implementation.  Let’s have this call, but it may be unnecessary for you to engage an IT resource if you are using the same QUICKPAYABLES instance and general ledger.
· Internal Funding Meeting (TBD) – Internal call with your executive team to review the business benefits, costs, and resources.
· Procurement Review (TBD) – Review of QuickPayables order form and general terms.  The general terms are in place, so this should be minimal.
· Contract Execution (TBD) 
· Implementation (TBD) – A typical implementation can run anywhere from 2–3 months, depending on the complexity, scope, and internal resource availability.
· Go Live (TBD) – 2 – 3 Months to add a policy to the current instance.
 



Example 3 ----------------------------------------------- 
Roland,
 
Thank you again for your time at our user conference and your efforts to advance our partnership.  As a follow-up to our discussion, I would like your help in arranging an introduction to Keith so we can discuss the potential use of QuickPayables and the process we follow to ensure success.  We value the opportunity to develop a stronger partnership and have mapped out suggested next steps to ensure a successful project.  Please let me know a good day/time for a call with Keith the week of June 5th or June 12th, and thank you for helping us advance this partnership.  Have a wonderful weekend.
 
Key Benefits
· One Integrated T&E Platform – QuickPayables integrates the user experience and T&E data to simplify how employees book travel, reconcile expenses, and manage invoices as one connected process.  This tight integration leverages artificial intelligence to identify unusual spend patterns and provides management with clear visibility into your global T&E spend. 
· Mobile Experience – QuickPayables delivers a comprehensive mobile experience, allowing employees to book travel, capture receipts, submit, and approve from the palm of their hand.  With over 1 million reviews and a 4.8-star rating, you will appreciate the work put into this world-class mobile app. 
· Enhanced Compliance – QuickPayables’ audit engine can compare travel, expense, P-Card, and invoice data to find the needle in a haystack.  In addition, we leverage sophisticated AI to scan images for suspicious patterns.
· Global Experience You Can Trust – We bring 20 years of experience in managing global customer requirements.  That experience has translated into a global deployment template that enables new customers to leverage best practices for meeting legal and regulatory requirements in our top 30 markets.  This helps ensure you meet compliance requirements while delivering a rapid and cost-effective deployment.
 
Typical Project Checklist
· www.documentation.com – This site contains online demonstrations, implementation, security, and training documentation to support business case development and implementation.
· Travel Interview (TBD) – Call with the travel or procurement person responsible for the travel program.  We review the travel policy, booking process, and any pre-approval requirements.  Recommendations will be made for re-engineering existing processes, which will, in turn, deliver value to both the business and the traveler.
· Expense Reimbursement Process Interview (TBD) – Call with the finance team members responsible for managing the T&E process.  We review the travel policy, workflow, card adoption, and audit rules in place. Recommendations will be made for re-engineering existing processes, which will, in turn, deliver value to both the business and the traveler.
· Optional Purchase Card Process Interview (TBD) – Call with the finance team member responsible for managing the purchase card process.  We review the purchase card policy, card usage, and workflow.
· Business Case Discussion (TBD) – Call with you, the finance lead, and travel lead to discuss the recommended business areas a change would impact and how that would translate into savings, improved compliance, and end-user experience. It should be noted that, in most cases, the business case offsets the cost of QuickPayables, making QuickPayables net-neutral to the business.
· Demonstration (TBD) – Presentation of how the QuickPayables service would increase efficiency and visibility to enable a more effective employee spend program.  A confirmation of how the proposed solution would work within your organization, and how the identified business value will be attained.
· Implementation & Security Overview (TBD) – Call with your implementation and security team to discuss the project timeline, resources, and expectations.  In addition, we cover the security policies and procedures.
· Internal Implementation Estimate (TBD) – Internal call with your team to obtain the internal IT cost estimate necessary for securing funding and IT resources for implementation.
· Internal Funding Meeting (TBD) – Internal call with your executive team to review the business benefits, costs, and resources.
· Procurement Review (TBD) – Review of QuickPayables order form and general terms.   
· Contract Execution (TBD) 
· Implementation (TBD) – A typical implementation can run anywhere from 6-12 months, depending upon the complexity, scope, and internal resource availability.
· Go Live (TBD)
 
 


Example 4 --------------------------------------------------
Abhishek,
 
As a follow-up to our discussion, I have included a few materials for your team.  Since you are making changes to accounts payable, I included the benefits of expanding QuickPayables to include our AP platform.  In addition, I outlined the typical evaluation process below with a link to documentation covering implementation, security, and change management.  Finally, I included background on our ability to find Saas applications being purchased outside procurement and a new capability to calculate the carbon footprint of your travel program.  Please let me know if you or a member of your team would be interested in learning more, and I’ll schedule a call with our team.
 
QuickPayables Documentation - www.documentation.com 
 
QuickPayables AP Platform Benefits
· One Integrated Payables Platform – QuickPayables integrates the user experience and data to simplify how employees book travel, reconcile expenses, and manage payables into a single, connected process.  This tight integration leverages artificial intelligence to identify unusual spending patterns and provides management with clear visibility into controllable AP spend. 
· Mobile Experience – QuickPayables delivers a comprehensive mobile experience, allowing employees to book travel, capture receipts, submit, and approve from the palm of their hand.  With over 1 million reviews and a 4.8-star rating, you will appreciate the work put into this world-class mobile app. 
· Enhanced Invoice Capture – QuickPayables removes the cost and complexity of receiving invoices by providing a 100% outsourced invoice capture service that ensures invoices are visible in the system within 48 hours.  Our proprietary AI engine ensures speed, accuracy, and visibility into all outstanding liabilities so you can manage more suppliers without adding more people.
· Profitable Invoice Payment – Our enhanced payment capabilities allow you to optimize payments via check, ACH, or virtual card, so you can maximize rebates and better control cash.  We make bills make cents by optimizing every supplier payment and return the savings to you.
· Expandable – QuickPayables provides a comprehensive spend platform that covers everything from basic invoice scanning to a complete digital P2P process across a network.  We help you get a quick win within 6 months, but the solution is expandable as your needs change.
· Experience You Can Trust – We bring 20+ years of experience in managing complex financial customer requirements.  The product flexibility, combined with years of implementation experience, will ensure your project is delivered on time and within budget.
 
Typical AP Project Checklist
· www.documentation.com – This site contains online demonstrations, implementation, security, and training documentation to support business case development and implementation.
· Payables Process Interview (TBD) – Call with the accounts payable team member responsible for managing the payables process.  We review the process for receiving, coding, matching, routing, and paying invoices.
· Vendor Spend Analysis (TBD) – Our payment optimization process involves reviewing your vendor spend file for the past 12 months to provide an accurate estimate of rebate potential.  
· Business Case Discussion (TBD) – Call with you, accounts payable, and treasury to discuss the process changes and business benefits of a fully integrated payables platform.
· Demonstration (TBD) – Presentation of how the QuickPayables service would increase efficiency and visibility to enable a more effective payables process.
· Implementation & Security Overview (TBD) – Call with your implementation and security team to discuss the project timeline, resources, and expectations.  In addition, we cover the security policies and procedures.  As an existing QuickPayables Expense customer, this will be very straightforward since QuickPayables Invoice is built on the same platform.
· Internal Implementation Estimate (TBD) – Internal call with your team to obtain the internal IT cost estimate necessary for securing funding and IT resources for implementation.
· Internal Funding Meeting (TBD) – Internal call with your executive team to review the business benefits, costs, and resources.
· Procurement Review (TBD) – Review of QuickPayables order form and general terms.  The general terms are in place, so this should be minimal.
· Contract Execution (TBD) 
· Implementation (TBD) – A typical implementation can run anywhere from 3 – 6 months, depending upon the complexity, scope, and internal resource availability.
· Go Live (TBD) 
 


Example 5---------------------------------------
Lindsay and Brian,
 
As a follow-up to our meeting, I would like to schedule a call to discuss how we help organizations simplify and control the accounts payable process.  During this call, we will review the project checklist below to build a business case, plan implementation, and secure the right resources to ensure this project is successful.  I have included a link below that provides access to materials you can share with the team, along with the key benefits of a fully integrated AP spend platform.  I’ll send over a few suggested dates for the week of May 29th, but please let me know if an alternative day/time would work better.   Thank you for the opportunity to support you with this initiative.
 
Key Benefits
· One Integrated Platform – QuickPayables integrates the user experience and data to simplify how employees book travel, reconcile expenses, and manage invoices into a single, connected process.  This tight integration leverages artificial intelligence to identify unusual spending patterns and provides management with clear visibility into controllable AP spend. 
· Mobile Experience – QuickPayables delivers a comprehensive mobile experience, allowing employees to book travel, capture receipts, submit, and approve from the palm of their hand.  With over 1 million reviews and a 4.8-star rating, you will appreciate the work put into this world-class mobile app. 
· Enhanced Compliance – QuickPayables’ audit engine can compare travel, expense, p-card and invoice data to find the needle in a stack of needles.  In addition, we leverage sophisticated AI to scan images for suspicious patterns.
· Experience You Can Trust – We bring 20+ years of experience in managing complex financial customer requirements.  The product flexibility, combined with years of implementation experience, will ensure your project is delivered on time and within budget.
 
Typical Project Checklist
· www.documentation – This site contains online demonstrations, implementation, security, and training documentation to support the business case development and implementation.
· Travel Booking Interview (TBD) – Call with the travel or procurement person responsible for the travel program.  We review the travel policy, booking process, and any pre-approval requirements.
· Travel Expense Process Interview (TBD) – Call with the finance team member responsible for managing the T&E process.  We review the travel policy, workflow, card adoption, and audit rules in place.
· Optional Purchase Card Reconciliation Process Interview (TBD) – Call with the finance team member responsible for managing the purchase card process.  We review the purchase card policy, card usage, and workflow.
· Optional AP Invoice Process Interview (TBD) – Call with the accounts payable team member responsible for managing the non-PO invoice process.  We review the process for receiving, coding, routing, and paying invoices.
· Business Case Discussion (TBD) – Call with you, the finance lead, and travel lead to discuss the business areas a change would impact and how that would translate into savings.
· Demonstration (TBD) – Presentation of how the QuickPayables service would increase efficiency and visibility to enable a more effective employee spend program.
· Implementation & Security Overview (TBD) – Call with your implementation and security team to discuss the project timeline, resources, and expectations.  In addition, we cover the security policies and procedures.
· Internal Implementation Estimate (TBD) – Internal call with your team to obtain the internal IT cost estimate necessary for securing funding and IT resources for implementation.
· Internal Funding Meeting (TBD) – Internal call with your executive team to review the business benefits, costs, and resources.
· Procurement Review (TBD) – Review of QuickPayables order form and general terms.  The general terms are in place, so this should be minimal.
· Contract Execution (TBD) 
· Implementation (TBD) – A typical implementation can run anywhere from 3 to 6 months, depending on the complexity, scope, and availability of internal resources.
· Go Live (TBD) – Aligned to go live with ERP rollout.
 
 


Example 6-------------------------------------------------
Luc, 
 
Thank you again for your support and transparency on how we can work together to bring simplicity and cost savings to the travel program. As a follow-up to our discussion, I have attached the proposal Mary provided in October, along with the suggested next steps below. I would like to ensure our teams work together to develop a proposal we can both support to move this initiative forward. I know you are traveling to India for the next several weeks, so I will send you tentative calendar invitations for the week of 8/28 and the week of 9/4 to refine our proposal. I would like to ensure we agree on the approach to help you gain the CIO's support. Please let me know if the suggested date and times work with your schedule. Thank you. 
 
Project Checklist 
· Eric Sending Last QuickPayables Proposal (Complete) – I have attached the email from Mary T. outlining the cost to add the QuickPayables Service for your review. 
· Luc Sending Current Business Case (TBD) – Please send me a copy of your current business case so we can review and provide suggested areas to help capture additional savings. 
· Working Session 1 Call (Tentative 8/30) – I would like to schedule a time for us to review the business case and pricing options so we can address questions from your CIO.  
· Working Session 2 Call (Tentative 9/6) – Follow-up call to review an updated business case and proposal based upon our discussion. 
· Implementation Scoping (TBD) – The attached proposal includes implementation costs for the US, Canada, and the UK. You may have already had these figures, but wanted to ensure we addressed this topic. 
· Formal CIO Pricing Review (TBD) – I would like your help in scheduling a meeting with the CIO to review pricing we can both support. 
 


Example 7----------------------------------------------
David and Jeff,
 
Thank you again for giving us the opportunity to provide a more comprehensive duty of care service.  As a follow-up to our discussion, I have outlined a few key reasons why organizations are looking beyond travel agency reservations to provide enhanced visibility and communication during times of crisis.  In addition, I provided a few reference materials and a project checklist to help move the evaluation forward. We look forward to working with you to help deliver the next generation of safety and security.
 
Key Benefits
· Enhanced Location Visibility and Communication – QuickPayables uniquely combines information from your travel agency, expense system, HR system, and travel suppliers to deliver the most accurate employee location and contact information in the market. 
· End-to-End Service – QuickPayables’ partnership with Security Partner Inc. delivers a complete end-to-end service from pre-trip briefing to employee evacuation assistance.  

Reference Materials
· Duty of Care Brochure – www.dutyofcare.com 
· Duty of Care Demonstration – www.dutyofcare.com/demo  

Project Checklist
· Security Program Discovery (TBD) - During this call, we will review the pre-trip authorization, pre-trip briefing, security monitoring, and procedures in place for a security incident.  In addition, we will review the comparison between agency-booked and non-agency-booked reservations to provide insight into employees currently traveling outside the managed travel program, so you can begin to quantify this risk.
· Executive Presentation (TBD) - Provide a formal presentation to your executive team to review how QuickPayables Travel, Expense, and Duty of Care will enable increased visibility and improve communication with all employees.
· Information Technology Review (TBD) - QuickPayables Duty of Care is part of the QuickPayables platform and is delivered from the same secure data centers, so you can leverage the same security certifications in place today.  In addition, there are no new integration requirements for your team to build, as we leverage the existing employee import and travel agency integration to feed the Duty of Care service.  However, it is always prudent to invite the IT person responsible for QuickPayables into the discussion early to validate that all security and integration questions have been addressed.
· Legal / Procurement Review (TBD) - Since QuickPayables is an existing supplier, our current master agreement and service description guide provide the necessary security and data privacy requirements to cover your expanded use.  However, Security Partner Inc will have additional agreements necessary to support the medical and evacuation assistance requirements, so it is helpful to engage legal resources early in the project.
· Implementation (TBD) - A typical QuickPayables implementation from contract signature to full production runs about 3 months and requires very little IT assistance.  Most of the work will be performed by QuickPayables at the direction of your travel and security team, with some assistance from your travel management company or companies.
· Go Live (TBD) - Approximately 3 months after contract signature.
 


Example 8 ---------------------------------------------
Chris,
 
As a follow-up to our discussion, I would like to arrange a call with both you and John in late July to discuss the process we use to help organizations bring simplicity, visibility, and control to the T&E process.  During this call we will review your T&E process in more detail and discuss the steps we take to ensure you are able to build the business case, obtain funding and secure resources to complete the project.  I will send you an email in advance of this call requesting a copy of your travel policy and expense report form so we can understand how the process is managed and highlight key capabilities that will make it easier.  Thank you again for the opportunity to support you with this initiative.
 
Phone: ###-###-#### ,,, ############ 
 
Typical T&E Project Checklist
· Finance Interview (TBD) – Call with the finance team member responsible for managing the T&E process.
· Travel Interview (TBD) – Call with the travel or procurement person responsible for the travel program.
· Business Case Discussion (TBD) – Call with you, the finance lead, and travel lead to discuss the business areas a change would impact and how that would translate into savings.
· Demonstration (TBD) – Presentation of how the QuickPayables service would increase efficiency and visibility to enable a more effective travel program.
· Implementation & Security Overview (TBD) – Call with your implementation and security team to discuss the project timeline, resources, and expectations.  In addition, we cover the security policies and procedures.
· Internal Implementation Estimate (TBD) – Internal call with your team to obtain the internal IT cost estimate necessary for securing funding and IT resources for implementation.
· Internal Funding Meeting (TBD) – Internal call with your executive team to review the business benefits, costs, and resources.
· Procurement Review (TBD) – Series of calls with your legal team and QuickPayables to address concerns over the structure, terms, and conditions.
· Contract Execution (TBD) 
· Implementation (TBD) – A typical implementation can run anywhere from 3 – 6 months, depending upon the complexity, country scope, and internal resource availability.
 


Example 9 ----------------------------------------
Tom,
 
As a follow-up to our discussion, I would like to arrange a time next week to help prepare materials for the steering committee meeting.  I put together a strawman checklist of tasks we will need to schedule to help move this project forward.  During our next call would like to walk through these tasks and add new items to the list to ensure we cover all bases.   Next, I have attached a more detailed project plan, which shows 
project milestones, client tasks, and QuickPayables tasks during an implementation.  Beth and I will pull together additional materials in advance of our call next week so we can refine the material to fit your audience.  I will send you an invitation for next Thursday at 10:00 EST if that works for your schedule, but please let me know if an alternative time would work better.  Thank you.
 
Project Checklist
· www.documentation.com - Provide new team members with an overview of the QuickPayables platform to help them understand the broader capabilities.  This will provide the context needed for our future discussions. 
· Requirement Document (TBD) – Complete a functional, technical, and financial response to requirements.
· Steering Committee Approval (TBD) – Obtain formal funding approval from the steering committee.
· Reporting and Analytics Review (TBD) – Overview of the QuickPayables standard reports, data model, and ability to create custom reports.
· App Center Review (TBD) – Review the app center partners available and which ones would be relevant for a professional services company.
· Integration Review (TBD) - Review the integration options available to connect QuickPayables with your HR and Finance system.
· Security Review (TBD) – Review the security certifications in place to ensure compliance.  Since we have an existing agreement in place, these have been reviewed, but it will help to provide the documentation to your security team.
· Implementation Scoping (TBD) – Typically, a few conference calls and an on-site session with our premium implementation team to develop the timeline for deployment, resource dependencies, and estimated cost.
· Procurement / Legal Review (TBD) – QuickPayables has an existing master agreement in place today.  Adding QuickPayables Expense would require reviewing the sales order form for the product and the professional services implementation.
· Implementation (TBD) - A typical QuickPayables implementation from contract signature to full production runs between 5 – 8 months.
· Go Live - Approximately 5 - 8 months after contract signature.
 




Example 10 --------------------------------------------- 
Gail, 
 
I hope our sessions this week helped provide a better foundation to go deeper into each topic. Please let me know if you have time available next week to review the project checklist and begin scheduling next steps. Two items I would like to ensure we cover soon are to review our understanding of the current process in place. We can summarize our notes for both you and Margaret, but we would like to invite one of our implementation leaders to join the call to provide better guidance. Next, Jim has asked for an introduction to your CPO to express his gratitude for the current relationship and to provide his support in making this project successful. Please let me know if the suggested time next week works with your schedule so we can begin solidifying dates. Thank you. 
 
Phone: ###-###-####,,, ###-###-#### 
 
Project Checklist 
· UI Design Session - Complete 
· Hands On Session – 9/20 2:00 – 5:00 EST 
· UI Data Session – 9/27 1:00 EST 
· Review Current Process Understanding & Clarify - TBD 
· Executive Sponsor Introduction - TBD 
· Reporting & Analytics Session - TBD 
· App Center Session - TBD 
· UI Pilot - TBD 
· Implementation & Integration Scoping Session - TBD 
· Security Session - TBD 
· RFP - TBD 
· Executive Presentation - TBD 
· Procurement / Legal Review - TBD 
· Project Kick-off - TBD 
· Project Go Live – Approximately 12 Mo After Kick-off 
 
 
 


Example 11 ------------------------------------------
Sean,
 
Here is a summary of the steps we have completed and a list of items on the to-do list.  My suggested next step was for the QuickPayables team to summarize our understanding of the T&E process to clarify any open questions.  I was suggesting we review our notes with Margaret during the next Wednesday recurring call, so we can provide guidance based on your program requirements.  I plan to include one of our premium implementation team leaders on the call so they can begin thinking about the implementation design and more complex requirements.  I’ll add this to the calendar invitation for next Tuesday and will add you to the recurring Wednesday calendar invitation.  Thank you.
 
Project Checklist
· Overview Demonstration - Complete
· New York User Conference Training Sessions - Complete
· UI Design Session – Complete 
· Working Session – Complete  
· Hands-On Session – Complete
· UI Data Session – 9/27 1:00 EST
· Review Current Process Understanding & Clarify - TBD
· Executive Sponsor Introduction - TBD
· Reporting & Analytics Session - TBD
· App Center Session - TBD 
· UI Pilot - TBD
· Implementation & Integration Scoping Session - TBD
· Security Session - TBD
· RFP - TBD
· Executive Presentation - TBD
· Procurement / Legal Review - TBD
· Project Kick-off - TBD
· Project Go Live – Approximately 12 Mo After Kick-off
 
QuickPayables Team Members
· Kathy F., Account Manager ###-###-#### Kathy.F@QuickPayables.com 
· Eric K., Sales Director ###-###-#### Eric.K@QuickPayables.com 
· Heather O., Sales Executive ###-###-#### Heather.O@QuickPayables.com 
· Steve N., Solutions Consultant ###-###-#### Steve.N@QuickPayables.com 
· Leslie H., Premium Implementation Leader
 
Reference Materials and Resources
· www.WorkingSessionRecording.com 
· www.DeploymentGuide.com


Example 12 --------------------------------------------- 
Jim, 
 
Just let me know if the suggested time on Friday works for you to connect so we can review the items we need to accomplish and start penciling in dates. Thank you again for your partnership and transparency while we move this project forward. Have a wonderful Halloween.

Phone: ###-###-#### ,,, ###-###-#####

· Week of Nov 6th – Partner Introduction - It would help if you could connect us with your contact at Partner ABC so we can discuss the project and ensure we have all bases covered. It sounds like you have had a good experience with them, which makes me more comfortable, but I want to connect them with our team just in case there's anything we can do to make the project easier.
· Week of Nov 6th Partner Introductions – It would be helpful if we could get introduced to the travel agency account team so we can discuss the cutover plan. I just want to ensure we get teams connected so we can start building out the plan.
· Nov 9th - Project Funding Approval – I would like to confirm you have everything for the Nov 9th meeting. 
· Week of Nov 13th - Implementation Resources Assignment – It would be helpful if we could arrange an introduction to the finance and IT contact who manages the expense system today to start high-level scoping.  Jessica indicated that it may not happen until after the Nov 9th meeting, but any head start we can get on making the connection would help.
· Week of Nov 13th - Procurement Resources –Jessica is currently working with the three people below, so they may be a good starting point if you don’t already have someone assigned.
· Chrisine M., Procurement
· Paul B., Procurement
· David C., Procurement
· Week of Nov 13th Initial Order Form Review - Since we have an existing master agreement in place, things should be straightforward, but we will need someone to take the lead on pulling things together. Heather and I will put together the order form with the ramp we discussed based on similar project parameters.
 



Example 13 -----------------------------------------------
Tucker and Michelle,
 
Here is a summary of completed tasks and what remains to be done.  I will send you both a calendar invite for next Wednesday to run through the checklist and ensure we have everything covered.  If the suggested date/time doesn’t work, please suggest an alternative.  Thank you, and have a wonderful weekend.
 
T&E Project Checklist
· Demonstration (Completed 1/15)
· Procurement Review (Completed 1/27) – Introduction to Barb to discuss the major business issues negotiated in the QuickPayables cloud agreement and our approach toward making the shift to QuickPayables as easy as possible.
· Integration & Security Overview (Completed 1/29) – Call with Steve to provide detailed security and integration documentation that explains the integration process, certifications we undertake, and the results of our security assessments.  
· Initial Legal Review (Completed 2/25) – Call with QuickPayables legal and outside legal counsel to walk through the order form terms.  
· Implementation Overview (Completed 2/23) – Provided an in-depth view of the implementation tasks, roles, resources, and timeline expectations while addressing questions from the team.  
· Legal Red Line Review (Completed 2/25) – Call to review any requested redline changes from outside legal counsel.
· Confirm Service Mix & Pricing (Completed 2/26) – Reviewed each of the services in the service description guide and mapped to the sales order form to ensure the key components demonstrated are included in the pricing.
· Security Documentation (Completed 2/26) – Provided written responses to the security and architecture team, along with security documentation.
· Training Introduction (TBD) – Introduction to Della in our training group to understand what additional training services are available that might enhance the change management plan.
· IT Security Sign-off (TBD) – Steve will review the security documentation with the IT architecture and security team, which meets each Tuesday, to ensure we have a security sign-off.
· Legal Follow-up (TBD) – Your outside legal counsel is delivering the next turn of agreements.  We are down to Customer Data, Limitation of Liability, Payment Suspension, and Acceptance.  
· Controller Review (TBD) – Tucker will meet with the controller to review the funding request, benefits, and risks of continuing to run the current system unsupported.
· Funding Sign-off Complete (TBD) – All 10 people responsible for approving the funding have completed the review and sign-off process.
· HRIS Executive Sign-off (TBD) – Tucker and Jill will present the IT resource request, benefits, and risks of running the current system unsupported to the HRIS steering committee and ensure the IT resources are available.
· Contract Execution (Estimate 3/20) 
· System Support End Date (June) – Date the current system ceases to be supported.
· Go Live (Estimate August) – A typical phase one implementation will last 4–6 months.
 
  


Example 14 ------------------------------------------
David and Jeff,
 
Thank you again for giving us the opportunity to provide a more comprehensive duty of care service.  As a follow-up to our discussion, I have outlined a few key reasons why organizations are looking beyond travel agency reservations to provide enhanced visibility and communication during times of crisis.  In addition, I provided a few reference materials and a project checklist to help move the evaluation forward. We look forward to working with you to help deliver the next generation of safety and security.
 
Key Benefits
· Enhanced Location Visibility and Communication – QuickPayables uniquely combines information from your travel agency, expense system, HR system, and travel suppliers to deliver the most accurate employee location and contact information in the market. 
· End-to-End Service – QuickPayables’ partnership with Security Partner Inc. provides comprehensive service from pre-trip briefing to employee evacuation assistance.   

Reference Materials
· Duty of Care Brochure – www.DutyOfCare.com 
· Duty of Care Demonstration- www.DutyOfCare.com/Demo
 
Project Checklist
· Security Program Discovery - During this call, we will review the pre-trip authorization, pre-trip briefing, security monitoring, and procedures in place for a security incident.  In addition, we will review the comparison between agency-booked and non-agency-booked reservations to provide insight into employees currently traveling outside the managed travel program, so you can begin to quantify this risk.
· Executive Presentation - Provide a formal presentation to your executive team to review how QuickPayables Travel, Expense, and Duty of Care will enable increased visibility and improve communication with all employees.
· Information Technology Review - QuickPayables Duty of Care is part of the QuickPayables platform and is delivered from the same secure data centers, so you can leverage the same security certifications in place today.  In addition, there are no new integration requirements for your team to build, as we leverage the existing employee import and travel agency integration to feed the Duty of Care service.  However, it is always prudent to invite the IT person responsible for QuickPayables into the discussion early to validate that all security and integration questions have been addressed.
· Legal / Procurement Review - Since QuickPayables is an existing supplier, our current master agreement and service description guide meet the necessary security and data privacy requirements for your expanded use.  However, Security Partner Inc will have additional agreements necessary to support the medical and evacuation assistance requirements, so it is helpful to engage legal resources early in the project.
· Implementation - A typical QuickPayables implementation from contract signature to full production runs about 3 months and requires very little IT assistance.  Most of the work will be performed by QuickPayables at the direction of your travel and security team, with some assistance from your travel management company or companies.
· Go Live - Approximately 3 months after contract signature.
 
  


Example 15 -----------------------------------------
 
As a follow-up to our session, I have included a 10-minute video demonstration of the entire platform and the typical checklist of activities to build a business case for change.  Please let me know if you would like to schedule a value consulting session to review your program and quantify the unique benefits QuickPayables would provide.  Thank you for the opportunity to earn your business and trust.
 
QuickPayables Demonstration – www.demo.com
 
Key Benefits
· One Integrated Platform – QuickPayables integrates the user experience to simplify how employees book travel, reconcile charges, and process invoices.  In addition, the administration of forms, fields, workflows, and audit rules is consistent across the platform, enabling your team to manage the entire AP process.  Finally, we deliver a robust set of customizable spend dashboards to provide visibility and help identify areas for improvement. 
· Mobile Experience – QuickPayables has delivered a comprehensive mobile solution that allows employees to capture, submit, and approve from the palm of their hand.  With over 600,000 reviews and a 4.7-star rating, you will appreciate the work put into this world-class mobile app.
· Enhanced Compliance – QuickPayables’ advanced audit rules engine can compare travel, expense, P-Card, and invoice data to find the needle in a haystack.  In addition, we leverage sophisticated AI to scan images and look for suspicious patterns.
· Experience You Can Trust – We bring 20+ years of experience in managing complex financial customer requirements.  The product flexibility, combined with years of implementation experience, will ensure your project is delivered on time and within budget.
 
Typical Project Checklist
· Value Consulting Engagement
· Expense Process Interview (TBD) – Call with the finance team member responsible for managing the Branch Reimbursement and Expense process.
· Invoice Process Interview (TBD) – Call with the finance team member responsible for managing the bill payment process.
· Travel Interview (TBD) – Call with the travel or procurement person responsible for the travel program.
· Business Case Review (TBD) – Call with the extended team to discuss the business areas a change would impact and how that would translate into savings.
· Demonstration (TBD) – Presentation of how the QuickPayables service would increase efficiency and visibility to enable a more effective travel, expense, and invoice program.
· Implementation & Security Overview (TBD) – Call with your implementation and security team to discuss the project timeline, resources, and expectations.  In addition, we cover the security policies and procedures.
· Internal Implementation Estimate (TBD) – Internal call with your team to obtain the internal IT cost estimate necessary for securing funding and IT resources for implementation.
· Internal Funding Meeting (TBD) – Internal call with your executive team to review the business benefits, costs, and resources.
· Procurement Review (TBD) – Series of calls with your legal team and QuickPayables to address concerns over the legal terms and conditions.
· Contract Execution (TBD) 
· Implementation (TBD) – A typical implementation can run anywhere from 4–6 months, depending on the complexity, country scope, and internal resource availability.
 

