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Accounts Receivable – Business Process Analysis Questionnaire

The purpose of this document is to provide a foundation for discussion, decisions, and definition of your system.  This document defines the current Accounts Receivable business practices of the State of Oklahoma along with ideas for the forthcoming implementation.  Please complete this to the best of your ability.  If a question does not apply to your agency within the State of Oklahoma, mark that question as N/A (Not Applicable).  If you can’t get an answer for a question, mark that question as N/R (Needs Researching). 
The completed questionnaire is due back to the Oklahoma Project Team by August 29, 2008.

Email the completed questionnaire to:  Lyndsey Rowden at lyndsey.rowden@core.state.ok.us
Agency








Responding Contact






Contact e-mail
 






Contact Phone
 






Question and Answers

Transaction and Database Volumes

1. List the different types of payments that are received and the frequency of the different types of payments received. (Cash, check, credit card, direct debit, etc.)

2. Where are payments received, and what is the volume of transactions processed on a daily / weekly / yearly basis?

3. Is a lockbox used (Electronic payments that are deposited automatically in the background from a bank file)?

4. What is the frequency of any feeds, imports, interfaces or lockbox transactions?

5. Is there any need for multi-currency processing? If so, do you account for realized / unrealized gain and /or loss?

6. How many years of data are maintained and where is it stored?

7. What, if any, are the current archiving procedures?

Organization

8. Describe or explain the current receivable organization structure.
9. List the different A/R systems that your agency currently uses.  Provide a brief description of each system.
10. Identify if your A/R system contains intra-agency transactions.  What is the nature of these transactions?
11. Identify if your A/R system contains inter-agency transactions.  What is the nature of these transactions?

12. How are holidays accounted for during payment processing? (i.e. if an item’s due date falls on the holiday, what date is used?)

13. When processing miscellaneous deposits, does your agency record the customer data associated with the deposit?

Processing Procedures 

14. Describe or explain the current receivable process (high level).
15. When is cash recognized on the General Ledger (when billed, deposited or when the payment is applied)?

16. Are there additional chartfields (ie. fund, class, dept, etc) that are required within your current system that do not exist within PeopleSoft CORE?  If yes, provide a listing of the additional fields along with a brief description of each.

17. How are returned checks handled?  Do you charge a fee for returned checks?
18. Describe the payment processing procedure in terms of creating adjustments (debit or credit memos).

19. What procedures are in place for overpayments and/or underpayments?

20. What procedures are in place for refunds?

21. Describe your agency’s process for placing open A/R items in dispute.  What subsequent steps occur to determine final status?
22. Identify the process for placing your customer’s items in a collection status.  Is there a 3rd party vendor involved with the collections?

23. Are write-offs allowed?  By whom and how is it controlled? Is there a maximum write-off dollar amount or percentage allowed?  Are there any statutes/regulations/rules in place that dictate any of these steps?
24. Are balance transfers allowed between customers? If items are transferable from one customer to another, what is the Item Transfer Date – date that determines whether the accounting date for the new item is the item date (the accounting date of the original item) or the system date (current date)?

25. How do you age your receivables (i.e. 1-30, 31-60, 61-90)? 

26. Do you age your receivables based on invoice date or due date?

27. In terms of aging receivables, are disputed items handled differently than normal open item aging for your organization?

28. Are penalties for late payments assessed?

29. Does your agency record doubtful receivables? (Items you do not expect to receive payments for.)
30. If discounts are allowed, describe how the accounting entries are recorded for the discount.  For example, does the discount follow the revenue transaction for all chartfields including account or is there a separate account or other chartfields used?
31. Do you send out dunning letters?

32. Do you send out follow-up letters?

33. Do you send out customer statements? 

34. Do you have any direct debits where you systematically draw the money from the customer’s bank account?  If so, how many customers do this?

35. Is there a need/requirement within your agency where you have deposits to a separate bank account than the OST deposit account?  If yes, identify how many accounts and the drivers behind this need/requirement.
Customers
Note *** if this information has already been provided in the Billing questionnaire please respond with ‘BI’ for each question
1. On what type of system (server, mainframe, workstation, etc) does your customer database reside?  What type of software is used for the database (i.e. database, spreadsheet, etc)?

2. Provide a count of active customers in your database.

3. When was the last time that maintenance (clean-up/archiving) was performed on your customer database?

4. Do you maintain other State Agencies as customers within your database?  If so, please identify the number of agencies and the purpose for receivables (i.e. licensing, wholesale, etc).

5. Who creates and/or maintains your customer database?

6. How are customer numbers assigned?

7. Are separate files/databases maintained for customer contacts?

8. Do you have customers with multiple addresses and/or locations?  How are they stored within the database?

9. Are separate files / databases maintained for customer contacts?  Customer correspondence?  Other?

10. Are all customers considered "owned and approved" solely by your agency or do other agencies have authority to create / approve / inactivate customers for you?

Data Conversions and Interfaces

36. Identify which of your receivable systems you expect will be converted into PeopleSoft.
37. List which of your billing and/or accounts receivable systems (if any) will need to interface with PeopleSoft Accounts Receivable?  Note:  transactions will be interfaced if the transactions and invoicing occur in a 3rd party system, yet you are planning on storing the open balance within AR for payment and expecting PeopleSoft to create the accounting entries.

38. How much history (in months/years) will be converted for open customer accounts?  For closed accounts?  Identify if there are statutes/regulations/rules associated with this requirement.
39. Open A/R Item conversion – On average, how many open invoices are there at the end of each month?
Reports and Inquiries

40. What different reports are required, i.e., aging, statements, accounting entries, payment detail, other?

41. Provide a copy of existing A/R reports that your agency uses.

42. What are the delivery requirements for reports, i.e., frequency, schedule, media, distribution, recipients?  Identify if there are any statutes/regulations/rules associated with a specific distribution requirement.
Security

43. Describe how security is currently defined and established for Accounts Receivable and Customer entry/update within your system.
44. Identify how many people will need access to the receivables system.  How many of those people already have CORE UserIDs for the General Ledger, Accounts Payable, and/or Purchasing modules?
45. How many different roles will these users represent? (i.e. Super User, Accountant, Manager)

46. How is security for remote / decentralized locations handled?

47. Are there paper/online approvals for any receivable entries currently performed within your A/R database system?

Other

1. Please note any other important factors that have not been covered in this questionnaire, in terms of your current Receivables business processes, or future needs.
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