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401(k) plan
Enrollment automation, 255
Immediate eligibility, 255-256
Link to payroll system, 435-436
800 number for suppliers, 75

Account
Code list, standardized, 50
Modification for ABC data storage,
334-336
Ownership, 148
Small balance elimination, 334
Accounts payable
Best practices, 19-80, 454-456
Centralization, 48—49
Impact of best practices on, 77-80
Implementation issues, 19
Outsourcing, 52-53
Policies, 445-447
ACH, see Automated Clearing House
Accruals, avoidance of, 276-277
Acronym payees, 62
Activity calendars, 306
Activity-based budgeting, 113-114
Activity-based costing, 209-210, 334-336
Advance rating assessments, 257-258
Advance shipping notices, 379-380
Allocation base
Completion in advance, 290-291
Elimination, 203-204
Application service provider, 308-309
Approval reduction, 24-25, 275-276
Archiving of cancelled checks, 225-226
Area concentration banking, 135-136
Auction, stock, 252-253
Audit
Bills of material, 201-202, 371
Commission payments, 194-195

Configuration, 374

Expense reports, 41-43

Internal, see Internal auditing

Inventory transactions, 383-384

Labor routings, 203

Transaction errors, 288-289
Automated Clearing House

Debit blocking, 65-66

Debit deductions, 99

Payments with remittance detail, 63—64
Automation budget, 117-118

Backlogs, elimination of, 304-305
Bad debt forecasting, 157
Balanced scorecard, 311-313
Bank account
Consolidation, 134-135
Deposited check availability, 137-138
Invoicing deductions, 99
On-line reconciliation, 130-132
Reconciliation avoidance, 273-274
Bankruptcy
Creditor claim, 154-155
Notification, automated, 159-160
Bar coding, 395-396
Battery back-ups, 232
Benchmarking, 117
Best Practices
Duplication of, 11-12
Failure of, 12—16
Implementation of, 9-11
Planning, 6-8
Types of, 4-5
Billing
Activity compression, 279-280
Best practices, 81-102, 456
Delivery methods, 85-86, 86—88
Impact of best practices on, 100-102
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Billing (cont.)
Implementation issues, 81-83
Policies, 447
Bill of materials
Auditing, 201-202, 371
Modification based on scrap, 375
Modification for substitutes, 376-377
Obsolescence review, 377-378
Blanket purchase orders, 71-72
Bonds, catastrophe, 259-260
Budgeting
Activity-based, 113-114
Assumption definition, 105-106
By employee groups, 109
Best practices, 103—128, 456457
Data storage, 124
Flex, 114-115
Impact of best practices on, 126—128
Implementation issues, 103—-105
Line item preloading, 119
On-line updating, 125
Procedure, 116119
Revisions, 122
Risk analysis, 115-116
Simplification, 123-124
Software, 120-121
Summary-level, 110-111
Business driver analysis, see Driver analysis

Calendars, activity, 306
Capacity
Analysis, 106-107
Tracking, 212
Capital budget, 118, 119-120
Captive insurance company, 258
Cash
Application techniques, 170
Unapplied, 152-153
Cash advances, elimination of, 46
Cash flow
Analysis software, 140-141
Budget, 118
Impact of best practices on, 142144
Cash management
Best practices, 129-144, 457
Implementation issues, 129-130
Policies, 447
Carrier route codes, 84-85

Index

Catastrophe bonds, 259-260
Chart of accounts
For subsidiaries, 338-340
Granularity, 71
Modification for ABC data storage,
334-336
Reduction of, 121-122, 336-338
Small balance elimination, 334
Standard account code list, 50
Check
Acronym payees, 62
Archiving, 225-226
Backup materials, 237-238
Copy protection features, 61-62
Manual, 58-59
Posting delays, 132
Printing frequency, 59
Signing meetings, 60
Closing
Responsibilities, 278-279
Schedule, 283-285
Transaction training, 287
Collection, see Credit and collection
Collection agency data access, 164—165
Collection call
Database, 162—-164, 168—169
Outsourcing, 153-154
Stratification, 149-150
Commission
Automatic calculation of, 188-190
Best practices, 187-199, 459
Calculated on cash receipts, 194
Impact of best practices on, 197-199
Implementation issues, 187-188
Inclusion in payroll payments, 192-193
Payment lengthening, 193-194
Payment posting, 196
Policies, 448-449
Simplification, 192
Terms table, 190-191
Computer reliability enhancement,
232-234
Configuration auditing, 374
Consolidation and reporting software,
347-348
Construction-in-progress journal entries,
345
Continuous link settlement system, 261
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Contract terms database, 313-316
Controlled disbursements, 136—137
Controls
Manual, 359
Training, 357-358
Cost-benefit analysis, 9
Cost of capital reduction, 246-247
Costing
Best practices, 200-220, 459—460
Impact of best practices on, 218-220
Implementation issues, 200-201
Policies, 449
Reports, 217-218
Trend analysis, 214-215
Credit and collection
Best practices, 148—186, 458-459
Group, 178-179
Impact of best practices on, 183-186
Implementation issues, 145-148
Policies, 171-174, 448
Pre-approval, 174-175
Credit
Application renewal, 176-177
Cards, see Procurement cards
Insurance, 180-181
Review, 77, 177
Creditor claim, 154—155
Cross docking, 407
Customer
Assets database, 158
Complaint tracking, 167-168
Conference calls, 151
Location analysis, 177-178
Order exception tracking, 165-166
Orders database, 159
Cutoff automation, 272-273
Cycle counting, 288, 387-388

Data entry
Directly into computer, 36-37
Through a web site, 39-40
Through an EDI data entry supplier,
4041
Data warehouse
For tax forms, 341
For report distribution, 340
Use for the general ledger, 342—-343
Debit blocking, 65-66
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Deduction
Investigation system, 166—-167
Management, 150
Payroll, 418-419
Digital signatures, 223-224
Direct access notes, 248
Direct costing, 218
Direct deposit, 427, 429-431
Disclosure committee, 271
Disk mirroring, 232
Document
Destruction policy, 234-237
Digitizing, 34-35
Imaging, 226228
Driver analysis, 105
Drop shipping, 404—405
Dunning letters, 161-162

Early payment discounts, 151-152
Electronic
Data interchange, 38-39, 90-91
Funds transfers, 139-140
Invoices, 86—-88
Payment terms, 64-65
Employee
Events linkage to payroll, 433434
Payroll self-service, 417-418
Performance budget, 118
Purchase deductions, 419-420
Employment verifications, 438-439
Envelope opening, 222-223
Error checking
Automation of, 348-349
Invoice, 92-93
Evaluated receipts, 19-24, 73
Excel PivotTables, 269
Expense reports
Auditing of, 41-43
Automation of, 43-45
Link to reporting system, 4647
Transmission by e-mail, 47-48

Fax transmissions
Of overdue invoices, 160-161
Of payables documents, 37
Filing
Best practices, 221-243, 460
Impact of best practices on, 241-243
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Filing (cont.)
Implementation issues, 221-222
Policies, 449
Finance
Best practices, 246-265, 461
Implementation issues, 244-246
Policies, 450
Financial statement
Best practices, 268-294, 462
Daily review, 291-292
Impact of best practices on, 292-294
Implementation issues, 266-268
Financing through Internet-based lenders,
247-248
Fingerprint scanning, 317-318
Flex budgeting, 114-115
Floor stock, 389-390
Flowcharts
Accounts payable, 79
Billing, 101
Budgeting, 127
Cash management, 143
Commissions, 198
Costing, 219
Credit and collection, 185
Filing, 242
Financial statement, 293
General, 331
General ledger, 350
Impact of best practices on, 367-369
Internal auditing, 368
Inventory, 413
Payroll, 443
Footnote disclosure writing, 270-271
Forecast, bad debt, 157
Foreign exchange
Centralization, 260-261
Processing over the Internet, 264-265
Forms
Journal entry, 289-290
Posting to intranet site, 420
W-2,425-426
Funding
Budget, 118
Limitation analysis, 108

Index

General ledger
Best practices, 334-351, 464
Drill-down capability, 346-347
Impact of best practices on, 349-351
Implementation issues, 333-334
Interfaces to software, 346
Posting bottlenecks, 343-344
Used as data warehouse, 342-343
Guarantees, inter-corporate, 180

Hedging, natural, 261-262
Human resources link to payroll, 436437

Imaging, document, 226-228
Implementation issues
Accounts payable, 19
Incentive compensation management
software, 195-196
Industry credit group, 178-179
Initial public offering for a business unit,
249-250
Insurance company, captive, 258
Insurance policy consolidation, 256
Intellectual property, 323-324
Interactive voice response systems, 51-52
Interface to suppliers, 68—69
Internal auditing
Best practices, 354-369, 464—465
Best practices database, 360-361
Completion in the field, 358-359
Implementation issues, 352-354
Just-in-time scheduling, 362
Library, 359-360
Outsourcing, 361-362
Policies, 450451
Recommendations, 355-356
Risk-based scheduling, 362-363
Skills matrix, 366-367
Staffing, 364-365
Surveys, 356
Workflow software, 363-364
Internal control assessments, 354
Inventory
Accuracy, 392-393
Best practices, 371-411, 465-466
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Centralized storage, 408
Cross docking, 407
Customer-owned, 390
Drop shipping, 404—405
Impact of best practices on, 411-412
Implementation issues, 370-371
Inactive, 411
Move to floor stock, 389-390
Negative balances, 400
Obsolescence reviews, 207-208
Ownership, 403-404
Physical count elimination, 385-387
Physical count streamlining, 391-392
Planning systems, 402
Policies, 451-452
Reduction efforts, 408—409
Storage, see Storage
Tracking, elimination of, 208-209
Transaction auditing, 383-384
‘Warehouse returns, 375-376
Investigation levels, reduction of, 277-278
Investment
Policy, 141-142
Purchased from the government,
248-249
Investments budget, 118
Investor
Conference calls, 250-251
Reduction of, 250
Investor relations
Podcasting, 251
Web broadcasting, 253-254
Invoice
Creation by delivery person, 93-94
Electronic, 86-88
Error checking, 92-93
For individual line items, 89-90
In PDF format, 182-183
Intercompany elimination, 98-99
Layout, 91-92
Negative assurance, 26
Numbering convention, 32-33
Page reduction, 97-98
Processing based on discounts, 32
Recurring, 86
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Register exception tracking, 96

Routing, 31

Summarized, 88-89

Supplier numbering, 38
Invoicing, see Billing

Job costing, 421
Journal entry
Automation, 271-272
Construction-in-progress, 345
Forms, 289-290
Usage restriction, 286-287, 343
Just-in-time purchasing, 402-403

Key man life insurance, 257
Knowledge management system, 317

Labor routings, auditing of, 203

Labor variance reporting, 206-207
Landed cost reporting, 213-214

Late fee recording, 49-50

Lockbox collections, 132-134, 169-170

Mailroom interface, 223
Management best practices, 297-309, 463
Manager self-service, 434435
Manual checks, elimination of, 58-59
Materials

Budget, 117

Scrap analysis, 215-217

Variance reporting, 205
Measurements

Report, 312

Tracking, 311

Natural hedging, 261-262
Negative assurance, 26

Negative inventory balances, 400
Numbering convention, 32-33

Obsolete inventory review, 377-378
Oft-site record storage, 239-240
Offshore holding company, 323-324
Option tracking, automation of, 254
Options pricing service, 255
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Order exception tracking, 165-166
Outsourcing
Accounts payable, 52-53
Collections, 153—154
EDI data entry, 4041
Employment verifications, 438-439
Internal auditing, 361-362
Payroll, 439-441
Stock purchase plan, 251-252
Tax form preparation, 319-320
W-2 form delivery, 426

Paper storage, elimination of, 228-229
Parallel activities, 281-283
Part number reduction, 409-410
Part standardization, 410-411
Payment
Based on receiving approval, 19-24
Factory, 57-58
Procedure, 178
Terms for electronic payments, 64—-65
Payroll
Best practices, 414-442, 466-467
Cycle minimization, 437-438
Debit cards, 428-429
Deduction minimization, 418-419
Frequently asked questions, 441-442
Impact of best practices on, 442—444
Implementation issues, 415416
Link to 401(k) plan, 435-436
Link to human resources, 436437
Outsourcing, 439-441
Policies, 452-453
Remittance posting, 426427
System consolidation, 431-432
Perfect standards, 205
Performance measurement and rewards,
112-113
Personal leave days, elimination of, 433
Personnel budget, 118
Physical count
Elimination, 385-387
Streamlining, 391-392
PivotTables, 269
Podcasting, investor relations, 251
Policies
Best practices, 445-453, 467-470
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Credit, 171-174
Document destruction, 234-237
File purging, 229-230
Investment, 141-142
Manual, 300-304
Posting on intranet, 306-307
Tax, 318
Policy link to automated expense reporting
system, 4647
Positive pay, 60-61
Pricing simplification, 155-156
Procedures
Budgeting, 116-119
Inventory, 393-394
Manual, 300-304
Payment, 178
Posting on intranet, 306307
Supplier naming, 74-75
Process
Centering, 305-306
Cycles, 298-300
Documentation, 285-286
Procurement cards, 26-31
Product
Obsolescence, 173174
Reduction, 401-402
Project ranking criteria, 107
Purchase order
Blanket, 71-72
Comparison to requirements, 378
Link to budget, 116
Purchasing
Cards, see Procurement cards
Catalog, 69-70
Interface, 68-69
Just-in-time, 402403
Purging policy, 229-230

Radio frequency
Communications, 396-397
Identification, 234, 397-398
Rapid results initiative, 15
Receipt signature, 182
Receipts rejection, 378-379
Receiving
Data entry, 394-395
Function, elimination of, 380-381
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Record storage, oft-site, 239-240
Recurring payments, automation of, 5657
Regulation FD, 250
Reports
Budget versus actual, 117
Contract terms, 315-316
Cost accounting, 217-218
Distribution with data warehouse, 340
Elimination of, 238-239
On-line, 310-311
Revenue
Budget, 117
Recognition training, 148-149
Shipping charge, 99-100
Risk analysis, 7, 115-116, 362-363
Risk measurement service, 259

Safety stock
Reduction, 405-406
Variable, 406-407
Salary
Advances, 416417
Conversion from hourly pay, 421-422
Scrap analysis, 215-217
Serial activities, 281-283
Self-audit guides, 354-355
Shared services center, 308
Shipping charge revenue, 99—100
Shipping log
Computerization, 95
Exception tracking, 96
Sick time tracking, 424-425
Signature stamp, 67—-68
Skills matrix, 366-367
Small balance write-off, 156-157
Software
Audit workflow, 363-364
Budgeting, 120-121
Cash flow analysis, 140-141
Collection, 168-169
Consolidation and reporting, 347-348
Incentive compensation management,
195-196
Interfaces to general ledger, 346
Spend management systems, 70-71
Standard container sizes, 381
Stock purchase plan, 251-252
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Storage, off-site, 239-240
Stratification, collection call, 149-150
Sub-plant cost allocation, 204205
Subsidiary
Chart of accounts, 338-340
Data updates in general ledger,
344-345
Supplier
800 number in master file, 75
Accounts for different payment terms,
76
Contact information, 471481
Inventory ownership, 403-404
Lead time reduction, 406
Master file, 73-74
Naming procedure, 74-75
Numbers on invoices, 38
Reduction, 53-54
Specialization by staff, 75-76
Statements, payment from, 76
Statements, review for credits, 77
Welcome packet, 72-73
Statements, elimination of, 96-97
Step-costing change points, 108—109
Stock sales via Internet auction,
252-253
Storage
Centralized, 408
Optimization, 382-383
Systems, 382

Target costing
Implementation of, 211-212
In the budgeting model, 114
Tax
Form preparation, 319-320
Forms data warehouse, 341
Information service, 323
Liaison, 318-319
Payments on-line, 320-321
Payments with credit card, 321-322
Penalty modeling, 322-323
Staff assignment to business units, 319
Taxation best practices, 318-323, 463
Terms of sale, 172, 181
Three-way matching, 33-34
Throughput accounting, 210-211
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Time clocks
Biometric, 423
Computerized, 422-423
Telephone, 424
Training
Closing, 287
Controls, 357-358
Cross-over, 329-330
Inventory, 393-394
Movies, 327-329
Policies, 450
Program, 325-327
Schedule, 328
Teams, 324-325
Transaction, 280-281
Transaction
Backlogs, 304-305, 399-400
Paper elimination, 399
Recording with bar codes, 395-396
Treasury
Optimization, 263-264
Workstation, 262-263

Unapplied cash, 152-153

Unit of measure record access, 212-213

Universal Payment Identification Code,
62-63

Vacation
Accrual automation, 431
Time tracking, 424-425

Value added tax, reclamation of, 53
Variance reporting

Elimination of, 206207

Using perfect standards, 205
Vendor, see Supplier
Video conferencing, 125-126

W-9 form

Automation of, 55-56

Receipt prior to payment, 53-54
W-2 forms, 425-426
Wages, see Salary
Wait time, review of, 281
Warehouse

Elimination of, 383

Lock down, 388-389

Returns analysis, 375-376
Watermark, 61
Web broadcasting, 253-254
Web site data entry, 39-40
Welcome packets, 72—73
Wire transfers, 66—67
Work-in-process inventory tracking,

208-209

Working capital analysis, 111-112

Zero balance account, 138—139
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