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Date:  February 5, 2015 

To:  Patrick Jay, Vice President/Manager 

From:  Team BLAM 

Subject: Preliminary Investigation Report 

  

 

 

 

Enclosed please find our Preliminary Investigation of Bank of Xanadu’s need 

for a new automated system to streamline the processing of contract 

invoices. We found that a new that new system is worth pursuing. Based on 

our findings, the bank will benefit with a new system. The system will save 

time in processing, save money in the long run, create fewer steps and 

procedures in processing of invoices, and will result in accurate financial 

reporting.  

  

We have scheduled to meet again at your Bellevue branch on February 5, 

2015. We would appreciate your review of this Preliminary investigation. 

Please if you have any questions or concern, please contact the BLAM Team 

at Edmonds Community College. We look forward for your comments and 

approval. 
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INTRODUCTION: 

  

This is a preliminary investigation conducted by our BLAM TEAM. BLAM 

is derived from our first initials, where B stand for Brandon, L for Lucas, A 

for Arnulfo, and M for Mark. We initiated investigation concerning the 

situation of Bank of Xanadu, and their accounting department, specifically 

their Accounts Payable system. The goal of our investigation is to satisfy Mr. 

Patrick Jay’s request for a new accounting system to automate the 

procedures of their accounts payable department.   

 

  

SYSTEMS REQUEST SUMMARY: 

 

  The Bank of Xanadu is under-going a transition from in-house 

programming to outsourced contractors, in an effort to remain profitable, 

bring their business focus back to core competencies, and save money. In 

doing so, the bank needs a new method or system to handle processing of 

outsourced contracts. 

 

 Currently, the Accounting department handles processing of these 

contracts and invoices. They process the invoices through manual entries in 

a Microsoft Excel spreadsheet. This process takes them numerous hours and 

extra days to complete, and is prone to creating report errors, numerous re-

verifications of data entries, many reversal transactions, and erroneous 

financial reports. 

        

Mr. Jay requests an automated system to track down these invoices or 

expenses, so that they are accountable based on the programing contract. 

He wants the system to correctly verify all information and data entered into 

the system. Specifically, he wants the new system to process invoices based 

on contract date range, and to verify the hourly rate billed in the invoices 

matches the hourly rate stipulated within the contract. The system needs to 

consolidate all contract expenses, so that Accounting will be able to tell 

whether there is enough funding left for the contract to pay for the invoices. 

 

 

 

Commented [P1]: An introductory paragraph should 
give the reader some idea as to what is included in the 
body of the document.  You should mention the major 
parts of this document and what they contain. 

Commented [P2]: Delete – not appropriate for a 
professional technical document.  Just provide your full 
names. 

Commented [P3]: Good section! 
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BACKGROUND: 

 

Bank of Xanadu is a large global enterprise that offers a variety of 

products and services to a customer base of over 10 million people 
worldwide.  They have over 100,000 employees worldwide. The bank 

originally started in Bellevue, Washington, and is now has headquarters in 
George Town, Cayman Islands.  With 22 major banking centers worldwide, 

there are currently over 2000 additional branch offices located in both the 
United States and 15 countries across the globe. 

 

Major banking centers located in the U.S. include Bellevue, Los 
Angeles, Dallas, Atlanta, and New York.  Overseas banking centers are 

located in The Netherlands, Germany, Australia, South Africa, Singapore, 
China, Great Britain, India, France, Canada, Chile, Brazil, Switzerland, 

Japan, and New Zealand.  The corporate headquarters employs about 500 
people and each of the major banking centers has between 500 and 1000 

employees apiece.  In addition to the major banking centers, smaller 
satellite branches employ anywhere from 25 to 50 employees each. 

 
Three young entrepreneurs, who previously worked for large banking 

conglomerates, founded the original company in 1978.  They believed that 
by combining their successes and their expertise in the banking industry, 

they could eventually grow their little thrift into an internationally recognized 
banking enterprise.  Originally, there were just three small branches in the 

Puget Sound area of Washington State.  It was one of the first to implement 

a policy of putting the customer first, no matter what.  The company slogan, 
“No Boundaries”, truly describes the personality of the company and its 

founders. 
 

Currently, the bank is shifting its focus to improving its core 

competencies. This move entails outsourcing its programming needs, which 

will save the bank millions each year. 

 

 

 

 

 

 

 

 

 

Commented [P4]: Spacing here is different from 
previous text.  Should match throughout entire 
document. 
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PRELIMINARY INVESTIGATION FINDINGS: 

  

The Problem 

 

Currently, the bank does not have an automated system to handle 

contractual payments to outsourced programmers, and has delegated the 

task of managing such payments to the accounting group at each major U.S. 

banking center. 

The main focus of the problem, according to Mr. Patrick Jay, the vice 

president and manager of the accounting group, is the processing of invoices 

for the outsourced programmers. The accounting department has set up a 

stop-gap to fix the issue with invoices that uses a Microsoft Excel 

spreadsheet to record the invoices and other data related to the contractual 

expenses.  

This process is time consuming, prone to errors, and affects vendor 

inquires and financial reports. Senior management has decided that the 

bank needs a new system to handle these invoices. 

 

 

Project Stakeholders: 

 

This system change affects the following stakeholders: 
 

 Patrick Jay – project sponsor and the person who initiated the project 
 Dave spencer – the chief accountant 

 Rob Watt – issues contracts 
 Accounting Group – processes invoices and timesheets 
 Contractors – Provide invoices & time sheets for contractual services. 

 Accounts Payable Group – pays out invoices 
 IT department – maintains the system 

  

 

 

 

 

 

 

Commented [P5]: Again, inconsistent spacing.  1.0 
here – 1.15 in previous section. 
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Project Scope: 

 

In Scope: Design a system that will help the bank be cost efficient, 

handle contract payments faster and save time. It will be a trial system, set 

up in the Bellevue office only at this time. The system will handle all 

contracts, tracking hours, payments, and balances.  

 

Out of Scope:  

 Updating computer systems. 

 Designing this company wide. 
 Handling any other accounting issues. 

 

 

Current Procedures: 

 

Appendix A is a contract form between Dan Van Ritz and the Bank of 

Xanadu, and it details the work needed and the amount to pay to Dan Van 

Ritz, Inc. Invoice processing is as follows: 

 

1. Delivery of Appendix A to the accounting department. 

2. Accounting verifies Appendix A to make sure it is complete with 
all needed information 

3. Enter Appendix A into the Excel spreadsheet. 
4. File copies of Appendix A for future reference. 

5. Create exception memo if Appendix A is incomplete and return 
to buyer. 

6. Accounting receives corrected Appendix A from buyer 

7. Verify revision to Appendix A, and enter into the Excel 

spreadsheet. 
8. File Appendix A. (see the below diagram how this is process) 

Commented [P8]: WAY too brief.  You need to be far 
more specific in a scope statement.  State exactly 
which activities will be included, what deliverables will 
be submitted, the data the system will encompass, how 
success will be measured, etc.  I posted the SOW 
document that explains what a good scope statement 
should include. 

Commented [P9]: This is only one example – sounds 
like there is only one appendix A.  Just write “Contract 
and invoice processing…” 
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9. Invoice and timesheet is received from vendors 

10. Verify invoice for completed information. 
11. Enter invoice into Excel spreadsheet if it is complete. 

12. If invoice is not complete, create exception memo. Return 
Invoices and timesheet to buyer. 

13. Buyer resolves issue and returns payable invoice to Accounting 

14. Verify payable, valid invoice manually against contract to 

ensure pay ability. 

15. When invoice is determined to be payable (Check Cut), a data 
entry sheet is generated and attach to original with the 

timesheet. 
16. Deliver invoice and data entry sheet to accounts payable. 

17. If vender did not receive payment in reasonable time frame, 
they call the accounting to find out why? 

18. Accounting researches vendor inquiry. 
19. Accounting replies to vendors. 

20. Accounting determines if accrual needed for invoice at month 
end. 

21. If so, accrual process begins. 
22. Next month, accrual reverses. 

23. At months end, accounting generates 5 monthly reports for 
accounting and bank management. 

24. Accounting audits report for accuracy. 

25. Accounting sends out audited report. (See the below diagram 
how is this process.) 

Commented [P10]: Nice touch.  You will be doing 
some activity modeling in lab 9. 

Commented [P11]: 5 monthly reports 
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Current Strengths and Weaknesses:  

 

The current strengths are minimal, with the main positive is that Excel 

is not an expensive program, and it does the job.  

         Most of the current processes are time consuming, and take many 

steps in the process to accomplish the job. Another weakness is wasted 

expenses because of the man hours needed. Since the process does not 

integrate with current systems, there is a delay and breakdown in 

communication between departments, and corrections take time to get back 

and forth between departments. There are accuracy issues due to manually 

entering data in by hand. This, coupled with extensive hours, create 

mistakes at times. The system has no way of catching accounting, accounts 

payable, and contract issues, so finding a mistake can be a painstaking 

endeavor. 

  

Commented [P12]: More spacing issues here – now it 
is 1.5 
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System Requested Features:  

 

The most important functions the new system must perform are to 

determine whether each billable invoice falls within the contract time 

limitations, and that the start and end dates of the work performed and 

billed on the invoice falls within the valid contract date range. Secondly, the 

system must also verify the hourly rate billed on the invoice matches the 

hourly rate set on the contract. Finally, it must calculate whether there is 

enough funding left on the contract to pay the invoice. 

 

Other features requested include the ability to run on existing PC-based, 

UNIX hardware, be scalable, adhere to standard Accounting - GAAP 

regulations, keep data secure, and reject contracts if there is no funding. 

The system should also be able to generate and deliver five reports used by 

the bank: an expense report, an accruals report, a monthly report for each 

bank division listing expenses for contract programming for each unit, a unit 

report detailing the expenses, and a report for each project manager 

detailing costs, fees, and remaining balance for contractors. 

 

 

Constraints: 

 

 Automated Database System. 
 Completion date of June 18nd of 2015. 

 Pilot program to start at Bellevue location. 

 A training plan for the accounting department. 
 Must use current systems to design project. 

 Transfer all current information over to new system. 
 

 

 

Project Feasibility: 

Commented [P14]: Wording is too brief here – what do 
you mean by “automated”?  Do you mean the new 
system must be an automated database system?  If so, 
say that. 
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Operational: The new system will cut costs, take less time and be more 

accurate, which will save the bank money, use less man hours and give 

faster turnaround time. This benefits the accounting, accounts payable and 

the IT department by making it easier to use, fewer returned contracts and 

less maintenance. The risks to the bank are minimal, if not non-existent. 

 

Technical: The bank’s current system is more than capable of handling 

this new system. The only issue is training the accounting and IT 

departments. 

 

Financial: The bank looks to profit from a new system in place, with a 

high ROI and decent NPV. According to our calculations, the system should 

pay for itself in the third year of operation.  

 

Here are the Return on Investment and Net Present Value reports for 

the project. 

 

Commented [P15]: What about employee acceptance 
of the new system?  Will they?  Does the bank have 
the appropriate caliber of employees to operate the 
new system – are they trainable? 

Commented [P16]: Well, do they have the appropriate 
infrastructure to support the new system?  Is the 
network suitable?  What about hardware/software, etc.  
Is their IT staff sufficient to support the new system? 

Commented [P17]: Does the bank have adequate 
financial resources to afford the new system?  Do they 
have the funds to maintain/support it through its entire 
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Expected Benefits: 

 

Tangible: 

 Save time on processing. 

 Save money in the long run. 
 Uses fewer resources. 

 Will be more accurate. 
 Improved Employee satisfaction. 

 Improved Vendor relations due to faster and accurate payments. 
 

Intangible: 

 Easier process. 

 Easy to learn through training. 
 Profitable future, once implemented company wide. 

 

 

 

 

 

Commented [P18]: Tangible.  What about better 
employee satisfaction – what about better vendor 
relations through faster/more reliable payments? 
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Time and Cost Estimates: 

 

Name Hourly Rate Monthly Hours Total Monthly 

Brandon 40 160 6,400 

Lucas 30 160 4,800 

Arnulfo 25 160 4,000 

Mark 40 160 6,400 

  Total: 21,600 

 

Miscellaneous 

Expenses 

 Travel 

 

1,000 

  Computer 4,000 

  Supplies 1,000 

  Per Diem 4,000 

  Monthly Total 31,600 

   

 

Project Timeline: 
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Date Milestone 

February 2, 2015 Start Project 

February 10, 2015 Review Current Procedures 

February 15, 2015 Interview the accountant 

February 25, 2015 Develop a Plan 

March 20, 2015 Implement Plan 

May 1, 2015 Train the users 

June 10, 2015 Monitor system 

June 20, 2015 Transfer ownership of system 

June 22, 2015 End project 

 

 

 

 

 

 

 

Commented [P19]: Nice touch. 
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Recommendations for Action: 

 

Based on the findings of this investigation, our team believes this 

project will be a worthwhile endeavor for the Bank of Xanadu, and we 

recommend moving forward with the project. The feasibility of the project is 

positive, with operational and technical feasibility painting a nice picture for 

the project.  

 

Financial feasibility is profitable as well, with a Return on Investment of 

92%, well above the standard minimum used on most markets. The Net 

Present Value is also positive, putting the project at $3,608,542.64- above 

the cost of the project. This project will save time and money for the Bank of 

Xanadu, and give the bank a better opportunity to focus on its core 

competencies. 

 

The next step will shift our team into the systems analysis phase, and 

we will begin gathering and processing system requirements. This starts with 

the requirements modeling stage, and will lead into data and process 

modeling, then object modeling, and finally strategy development. Through 
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these stages, we will be collecting data, processing how to perform current 

tasks, and assess how the new system could solve current problems. We 

believe in using an agile method in our analysis so that we can tailor our 

steps to the current project, and come up with a best-fit scenario for the 

bank. This will then take us into the design phase of the project, which we 

will later discuss with a System Proposal. 
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APPENDIX: 

 

Interview Questions: 

This interview is for Patrick Jay, the VP and manager of the accounting 

Group and Dave Spencer, the chief accounting officer. Mr. Jay is the person 

who sponsor project and he is responsible for the creation of the project. Mr. 

Spencer is the person who knows the details of the project and he knows the 

requirement for a   new system? 

 

 How much is your budget for this new project? 
 What kind of documentation are you looking for in terms of 

milestones? 
 Will you be needing us to give informational seminars and training? 

 What are the missing information or data in the financial reports that 
can be corrected with the new system? 

 Is there any reports that the system needs to generate? (Monthly 
expenses, client expenses? Overall?) 

 What are some of the information or data needed to enter into the 
new system? 

 What are some of the system limitations? 

 How do you monitor the contract programing expenses if they are 
being disbursed according to the stipulated contract? 

 How long, in terms of months and years, are contracts typically? 

Commented [P21]: This should be on a separate page 
with a TOC since there are so many different document 
in it. 

Commented [P20]: You are missing MOST of the 
documents that should appear here.  What about the 
memo of understanding (lab 5)?  You are also missing 
all the source documents you were given – contract, 
contract extension, invoice/timesheet, exception memo, 
data entry sheet and the entire Excel workbook.  These 
are VERY important document to be included in your 
appendix.  Appendix is incomplete. 
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 What will be the user privileges be? Will there be different access 

levels for management? (Any passwords?) 
 Does the system need to be accessibility in every location or just the 

main branch hub centers? 
 Is there any system “safety” parameters that need to be 

implemented? (Preventing a user from submitting a contract without 
filling out all the required fields) 

 What system do you have in place besides spreadsheet to track down 
or monitor the programming expenses or invoices? 

 What risks do you foresee and are you comfortable taking them? 
 What are some of the features that you would like to see in the new 

system that will help and make the processing of invoices easy to use. 
 What system are in place to help, direct, or to resolve vendor inquiries 

and issues concerning their transaction with company? 
 What is the timeframe for the project?  

 How does the programmer/business analyst report their actual 

expenses to the corporate center? 
 What type of information will be required to enter in the system for 

contract and payment details? 
 If there is no funding left on a contract to pay an invoice, what needs 

to happen to that contract? 
 

 
MEETING NOTES ON JANUARY 29TH, 2015 

Q: What is the business doing to alleviate problems? Keep up and manage 

this? 

A: Dave spencer- Created workbook with various sheets to record contracts 

and the invoices that come in. Rarely gets out of the office at 9pm, 

sometimes working on Saturdays. Has to report to all the project managers 

and departments that are getting expenses charges for these invoices in the 

contract program. Currently manual input. 

 

Q: What type of system? 

A: Standalone system, start with pilot program in the Bellevue Office 
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Q: When an invoice has an error? 

A: Fills out an exception memo and returns the invoice to the buyer Rob 

Watt. It his responsibility to fix the problem. Has to correct it and send the 

new revised one. Each invoice takes about 20-30 minutes. 

 

Q: All the entry fields and spreadsheet method, new fields? 

A: Don’t necessarily know what fields are needed and if we need to replicate 

the ones in place. Not putting anything in the workbook that he doesn’t have 

to. Look at the information and see how it will work 

 

Q: Will you provide input and output forms? 

A: Don’t really have any forms. We get a contract, enter the information, get 

invoice, enter the information’s on the invoice.  

 

Q: What are the differences between the available contact funding for 

contract and the invoice? 

A: The contract will have a cap and the invoice may come in at the full 

amount. Maybe some come in a couple weeks at time.  

 

Q: Are there company policies that would affect the system?  

A: The system would have to adhere to GAAP rules. There are ways for 

accounting to be handled.  

 

Q: What are the expectations for hiring? 

A: Expect to be hiring contract programmers because we bought another 

bank. Will take some programming to merge system together. Could be 

several hundred employees 
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Q: What tangible benefits and intangible that we need to take effect? 

A: Wants an automated system that reduces the time it takes to reduce to 

process invoices. Easily trainable to others. Not something that I wanted, 

just something that my boss gave me. I want a system that can be done for 

an accountable. Funding will cover training. 

 

Q: Will we be provided with figures for NPV and ROI? 

A: eventually 

 

 “10 day period at the beginning of every month where the system will be 

open or limbo where we get expenses and things we receive. We can 

actually do a paper transaction and charge it to the general ledger account, 

charging unit. On the 10th of the month, we would reverse the figure, going 

to pay the invoice, the minus figure and the + figure wash.” 

 

Q: Any weakness or time consuming? 

A: Manually entering everything gets to be pain. Might “double-finger” and 

some things could end up in a mistake and Excel doesn't catch that thing. A 

system that would minimize errors. 

 

Q. Risk to the projects? 

A: I don’t see any risks, can’t think of any, besides the information on the 

contracts and the invoices is proprietary bank information. We would want 

this information to remain secure. Possible data breach?  

 

Q: Is there a deadline? 

A: June 18 is the absolute last day. Boss says it has to be done, otherwise 

Patrick J says I will be in “trouble” 
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Q: What kind of validation rules to apply for invoice coming in?  

A: When he gets an invoice, he has to find the contract that it pertains to. 

The invoice has hours work and rate. Has to manually calculate it. Most 

automated systems will do this and eliminate errors. Currently have WORD 

template. Should do math by itself.  

 

Q: What is the strength of the spreadsheet? 

A: No strengths, and doesn't want to have it carry over.  

 

Q: What System reports should it need? 

A:  Expense report- general accounting department. General ledger expense 

contract programming 

Accruals report- need a report to see how much it is. 

Send out report to each division in the bank of every month. It lists, the 

expenses the contract programming for each of the units located within that 

department. There is a report that we send out to each unit that gives the 

detail for what the expense is for. Last report send out to each project 

manager, detailing the cost associated with the fee with the contractor. This 

is how they will know how much is left on the contract. 

 

Q. What are the fee limitations? 

A: the fee is on the contract, already stipulated. That is where its tracked 

 

Q: Hardware and Software constraints: 

A: Nothing that he knows of, Uses UNIX mainframe, has network in the 

bank. Servers are capable to handle this. 

 

Q. What type of OS will be needed?  

A: System must run on existing hardware. Windows 
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Q: Do you require an NDA? 

A: Yes we do.  

 

Q. Who enters the information in the system? 

A: Some vendors are large, they have the ability to submit invoices 

electronically. Some programmers are sole proprietors. They will attach an 

invoice to an email or use the snail mail. Allow extranet for partners to enter 

their own. 

 

Q. Same contractors? 

A: Each contractor has its own rate. Use some people/clients over and over 

again. A lot of these people use to work at the bank.  

 

Q. Who is the end user, and what support will they have? 

A: The end user of the system is the accounting department. We still have IT 

in house to manage the network. Need a system that will eventually be 

maintained by them 

 

Q. Who is not allowed to use? 

A: The contract people should not have access to this system. I have had 

many mistakes. 

 

Q. How do you measure success? 

A: Completed by the date of June 18, 2015. Must follow three things as 

discussed.  
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Q. If it gets over the amount? 

A: The system must reject it. Any problem, returned to the contractor and 

must be resolved by them. Back to the buyer Rob. Responsible contacting 

Vendor and the program manager outside of the accounting department..  

 

Q. How does the department benefit? 

A: Should relieve problems and just overall minimizes errors.  

 

Q. List of people affected? 

A: write the list that we talked about last class 01-26-15 

 

Q: Is the project team including training as scope? 

A: Come up with training plan, train people, design, implement, as part of 

the scope. Turn-key system 

 

Q. Is this system expected to run independently, or centralized for the 

company 

A: As of right now, he has 5 different accounting centers. They process 

regional invoices. Down the road, consolidate them more. We like the idea of 

having them regional processing their own. Bellevue process all corporate. IF 

it deploys all regional center, it will be single enterprise accessible all over 

 

Q. Any terminologies that are being used inconsistently? 

A: There is no confusion, they have different terms, 

 Dave- Reports that I print out manually, get put in a cheese envelope and 

goes into the mail system, and goes where it needs to be. Sometimes I will 

print screen and email it to a manager if he needs it right away. That’s how 

the reports get sent out. Ideally, it will be cool if the system could 
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automatically send from the system through email to whoever.  Allow certain 

management people limited access and request copy 

 

Q How do you see the department benefiting from the system- Lyle Newhart 

A: Dave brings out a packet, with the original invoice that he paid for it. Has 

a data entry sheet. Gives it to data entry people.  

 

Q: If needed, how would you access it the files- contracts? 

A: Not sure if Analysts would need access it to. HR and payables group. 

Payables group has to have 1099 setup contractual life events. Issue the 

checks to them. Its expense and reported to IRS, that check is considered 

income.  

 

Q: Is there any colors or specialization: 

A: You can design the system and choose any colors that you would want.  

 

Q: Is there any ID code to track the payments 

A: The appendix A of the contract, lengthy contract. It is what gives you the 

specific details of each contract. It’s where you specify, rates, people, 

projects.  

 

Q. Job-shadowing the end user 

A: Next week, and probably want Dave 

 

Q. How long do contracts last? 

A: Generally not more than 12 months 
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Q: Do you have current system documentation that we could currently use? 

A:  Copies of reports that was said earlier 

vendor invoice, copy of contracts, appendix A, data entry sheet, excel 

workbook, and exception memo , timesheets.  

 

Q: Is there any approval for the amount 

A: Signed by the project manager, and its attached to the time sheet.   

 

Q: How many people will be associated to the contract?  

A: One contractor per contract 

 

Q Current process on timesheet 

A: not getting paid until a signature is on the time sheet. Dave knows almost 

all of the project managers.  

 

Q: Does the system need to be scalable? 

A: Yes, please factor that in and it’s also audited every 3 three years. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Preliminary Investigation  
23 
 

Source Documents: 
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 Assumptions:   
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None at this time. 

 
 

 
 Issues:   

 
None at this time. 

 
  


