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 MANAGEMENT SUMMARY

This is a placeholder for the Management Summary which will be in the final document.

AS-IS MODEL – CURRENT SITUATION ANALYSIS

CURRENT INFORMATION SYSTEM

INTRODUCTION

This section contains information about the system currently being used at the Bellevue branch of the Bank of Xanadu to account for contract programmer contracts and the payments of work stipulated by those contracts.  The current system was analyzed to determine:

· Hardware and software used

· Personnel

· Processes

· Deficiencies

· Goals

· Processing time

It was discovered that a manual system utilizing an Excel workbook was being used.  This required 15 to 20 minutes to enter a contract and 20 to 30 minutes to process an invoice.  The majority of this time is spent verifying that the contract is complete and the invoice to be paid conforms to the specifications of the parent contract.

Superior I.T. Systems Solutions and its team members Martin Dinsmore, Travis Lee, Ryan Shaw, and Tim Wilkie preformed the investigation for a Feasibility Study that Patrick Jay, Manager of the accounting group of the Bellevue, Washington Xanadu Bank branch, requested.  This Feasibility Study may be found in Appendix A.

ANALYSIS APPROACH

To aid in developing our system we used a Functional Decomposition Diagram (FDD). The FDD is a top-down representation of the contractual payment system as a whole that includes main and sub-processes.  The process life cycle includes the receiving and verifying of a contract, authorizing payment of verified invoices related to their parent contracts, and the generating of audited monthly reports.  The FDD is helpful in graphically showing the steps, in order, of how the current system functions.

The next type of diagram used in our analysis was a Data Flow Diagram (DFD).  The DFD shows in a graphic format how the system processes and transforms data between the different external entities or departments that are involved.  The DFD of the current system shows that the Accountant is heavily utilized and should be a focus for automation. 

The FDD and DFD models may be found in Appendix B and C respectfully.

PROBLEM

The current spreadsheet-based system of tracking programming contracts and payments is proving inadequate for the growing number of transactions processed.  The Accounting department is already working overtime entering and verifying contract and invoice information, processing invoice accruals, and preparing monthly reports.  With the current workload expected to grow by 10% per month, the necessity of an automated single-entry system with built-in verification and automatic report generation is obvious.
PEOPLE

The stakeholders for this project include the Accountants that use the current system, the Contract Group that provides contracts to be processed, vendors that provide contract-programming services, the Accounts Payable group that pays verified invoices, Accounting Management and Bank Management personnel that review monthly reports.

 Stakeholders
 directly involved with the system: 

· Accountants:  The accountants are being overwhelmed by the current manual system and will greatly benefit with a new automated system.  The majority of their time is spent checking each entry to insure that it conforms to contractual obligations and company policy and then manually processing the results.  With automated checking, data entry could be performed by a data entry clerk, freeing the accountant for more demanding work.

· Contract Group (buyer):  The duties of contract information entry could be shifted to the Contract Group with the benefit of instant recognition of a valid contract.  This will speed processing time and improve relations with their vendors.

· Vendors (programmers):  Vendors will benefit from improved processing time, which should be reflected by reduced payment time. 

· Accounts Payable Group:  This group will benefit from more timely reception of valid invoices to work into their payment schedule.

· Accounting and Bank Management:  The receiving of automated reports in a timely manner will allow for more informed decision-making.
CURRENT PROCESSESS

The current system used for contract programming processing is inefficient, time-consuming, and prone to errors.  A Microsoft Excel spreadsheet was implemented because of its ease of use and familiarity and initially this was adequate due to the relatively low number of contracts and invoices being processed.  The rapid increase of contracts and invoices to be processed has overloaded the current system and projected growth will make a bad situation worse.

The current processes include:

1. Contract is received by accounting group.

2. Contract verified.  If there is missing information (contract exception), return to buyer (contract group), if not, data entered in spreadsheet(s).  When a contract exception is resolved, the contract information is updated in the spreadsheet(s).  The contract is then filed.

3. Invoice is received by the accounting group.

4. Verify invoice for payment (hourly rate matches contract rate, time (start and end date) matches contract, amount does not exceed fee maximum of contract) and enter in spreadsheet(s).

5. If invoice does not satisfy step 4 above, return to contract group for resolution.  When resolved, enter invoice into spreadsheet(s) and approve for payment.

6. Pay invoice (accountant hand-delivers invoice to the accounts payables manager for payment after making a photocopy for his files) and updates spreadsheet(s).

7. If there is a payment issue (vendor calls because he did not receive payment), research vendor inquiry and respond to vendor (why it has not been paid).
8. If invoice is not paid in same month it is written 
(for certain invoices) then process accruals and update spreadsheet(s).
9. Generate monthly reports and audit for accuracy then distribute to appropriate departments.
DATA / INFORMATION

The current system uses information that is manually entered into multiple worksheets of a Microsoft Excel spreadsheet.  Due to the inefficiencies of the current system, some data input is duplicated.  Some information was entered into a column that was then set as “hidden” so it would not appear on the worksheet/report.  The information requirements of the system currently used include:

Inputs (Required Data)

· Vendor Information

· Company name

· Vendor number

· Contact Information

· Project Manager

· Contact Unit

· Phone
· Division

· Charge Information

· Charge Unit

· Division

· Contract & Programmer Information

· Contract ID

· Programmer

· Vendor

· Begin Date

· End Date

· Charge

· Division

· $/Hour

· Fee Max

· Contact Person

· Unit

· Phone

· Project Description

· Problem Invoices to TAM

· Memo Date

· ID Number

· Programmer

· Company

· Start Date

· End Date

· Invoice #

· Invoice $

· Reason

· Response Date

· Remarks

· Contract Fee Maximum (* hidden information)
· Id Number

· Programmer

· Vendor *

· Charge *

· Division *

· Invoice #

· Date Paid

· Begin Date

· End Date

· Rate

· Total Hours

· Total Invoice

· Total to Date (formula)

· Fee Max

· Available $  (formula)

· Invoices (* hidden information)
· ID Number

· Programmer

· Vendor

· Charge

· Division *

· Invoice #

· Date Paid

· Begin Date

· End Date

· Rate

· Total Hours

· Total Invoice (formula)

· Accrued Date

· Memo

· Accruals (* hidden information)
· ID Number *

· Programmer

· Vendor

· Charge

· Division *

· Invoice #

· Date Paid *

· Begin Date *

· End Date *

· Rate *

· Total Hours *

· Total Invoice (formula)

· Accrued Date

· Memo *

· Reversed Date

Outputs (Reports)

Monthly reports are currently generated by the manual entry of the following data (some data input is duplicated):

· Contract Programmers Monthly Expense Recap Report by Division and Unit (* hidden information)

· ID Number *

· Programmer

· Vendor

· Charge

· Invoice #

· Date Paid *

· Begin Date

· End Date

· Rate *

· Total Hours

· Total Invoice

· Accrued Date

· Contract Programmer Report

Fee Maximum vs. Actuals

· Programmer

· Begin Date

· End Date

· $/Hour

· Contact Person

· Phone

· Appendix A Fee Max

· Total Charged to Appendix A

· Percent Used

· Date Unit Last Charged

· Under/Over Appendix A Max 

· Monthly Contract Recap

· Project Manager

· Unit

· Programmer

· Company

· Project

· Start Date

· End Date

· Rate/Hour

· Fee Max

· Charge To

· Invoice Number

· Date Paid

· Periods Paid

· Hours

· Dollar Total

· Total Hours & Invoice Dollars

· Total Charged to Contract

· Percent Used

· Remaining Contract Dollars

TECHNOLOGY

Currently
 there is a computer system in the accounting department that is running Microsoft Windows XP.  It is locally networked and shares a printer and file storage space.  These computers have a variety of software installed including Microsoft Office Professional Suite including Microsoft Access.   The program used for the current system is a Microsoft Excel spreadsheet.  These computers and installed software will allow us to build a relational database in Access to replace the spreadsheet system currently used without purchasing additional software or hardware.

Initially, the replacement system will be installed on one computer for testing purposes.  The next phase of implementation will involve five computers.   This will allow three front-end data entry stations, an Accountant/Administrator station, and a back-end data storage server.  Eventually these computers will be networked throughout the entire company for system-wide operation.
STRENGTHS OF THE CURRENT SYSTEM

The system strengths are that the Excel program is easy to use and may be used outside of the office.  In the rare case of an inexperienced user, training time is relatively insignificant.  Because Excel is a widely used program, most users have it installed at home.  This allows them to transfer the file to their home computer for work away from the office.
PROBLEMS WITH THE CURRENT SYSTEM

The current system involves duplication of data, no error checking, no data validation, no search capability, and no lookup capability.  Because of this, it takes an inordinate amount of time process each contract and invoice from start to finish.  It takes an excessive amount of time and effort to maintain the spreadsheet and there are no automatic checks to insure contract or invoice validity.  The reports that are processed monthly are also manual processes that are prone to mistakes.
TO-BE MODEL – OVERVIEW OF THE PROPOSED SYSTEM

DESCRIPTION OF THE PROPOSED SOLUTION

PURPOSE

The purpose of this 
project is to create an automated system to manage contract-programming services for the Bellevue, Washington branch of the Bank of Xanadu.  This system will significantly reduce the amount of time currently spent processing contract programming contracts and payments for contract programming services.  The proposed system is intended as a pilot project to test the feasibility and value of having such a system in place.

SCOPE

The system will automate the following bank procedures:

· Receiving and verifying contracts relating to contract programming services.

· Receiving and verifying invoices relating to contract programming services.  These invoices would then be sent to the Accounts Payable group for payment.

· Determining if accruals are necessary and generating accruals relating to contract programming services.

· Generating monthly reports for bank business relating to contract programming services.

Entities involved:
· Contract information relating only to contract programming services.

· Invoice information for services rendered by contract programmers.

· Vendor and contractor information for contract programming services.

· Buyers group (Contract group) which generates contracts for contract programming services.

· Accounts payable group which is responsible for generating check payments to contract programmers.

· Bank project managers responsible for managing projects for contract programming services.

· Bank business units and their associated divisions for which contract programming services are performed.

· Bank accountants who are responsible for processing contracts and payments for contract programming services.

The system will be automated relating to the above players and will not include any automation of any procedures for any other type of bank business or for any branch other than the Bellevue, Washington Bank of Xanadu branch.  However, if successful, the system will be expanded to include the same type of automation for all other branches of the Bank of Xanadu, or for individual branches to be determined by bank management.
OBJECTIVES AND BENEFITS

The objectives of the proposed solution are to automate contract processing and contract payments as much as possible.  After initial setup of data parameters, data entry clerks could be utilized for routine data entry.  With automatic parameter and error checking, your accountants will be free to deal with more complicated issues.

Tangible benefits are:

· A reduction in payment delays

· Reductions in processing overtime through automated processes

· Automatic error-checking that will detect overpayments

· Automated month-end report processing

· Replacement of accountants with data entry clerks

Intangible benefits include:

· Reduced employee stress

· Improved contractor relationships

· Employee satisfaction gained from doing away with an inefficient, time-consuming system that was going to get worse as time progressed

FUNCTIONAL REQUIREMENTS

INTRODUCTION

Functional requirements are a description of what is expected from a Contract Accounting System and less about the technical aspects of how the requirements are to be performed.  The system technical aspects will be outlined in the systems design phase of this project.

ANALYSYS APPROACH

Use Cases Diagrams and Use Case Scenarios (see Appendix D and E respectfully) will be used to show how the proposed system will work.  The Use Case Diagrams provide a visual representation of the interaction between users
 and the information system.  The Use Case Scenarios provide a step-by-step list of the tasks required for the successful completion of the specific business function described in the Use Case Scenario.  We chose use cases because they help to reveal the logical system requirements from the users' point of view, and can easily be read and interpreted by both technical and non-technical people.

REQUIREMENTS CATALOG

A Requirements Catalog is an outline of the required functional and information requirements.  It outlines specified in the Use Cases and DFDs.  The full catalog is listed in Appendix F.

Summary of Requirements

· UC-001 - The system must allow for a new contract to be entered

· UC-002 - The system must create a contract exception

· UC-003 - The system must allow an existing contract to be updated

· UC-004 - The system must allow for a new invoice to be entered

· UC-005 - The system must create an invoice exception

· UC-006 - The system must allow an existing invoice to be updated

· UC-007 - The system must alert the Accounts Payable department to pay an invoice

· UC-008 - The system must be able to access information about an invoice

· UC-009 - The system must generate accruals as necessary

· UC-010 - The system must generate monthly reports

Informational Requirements

The system must store information about the following entities:

· Vendors/Programmers

· Bank Charge Information

· Contracts

· Invoice Information including Problem Invoices

· Accruals

· Bank Groups

· Bank Employee Information (to assign access controls)

SUMMARY OF THE SYSTEMS ANALYSIS PHASE

This is a placeholder for information that will be included in the final report.

ALTERNATIVES ANALYSIS

SOFTWARE ALTERNATIVES

Software alternatives include:

· Custom made software that is built from the ground up.

· Most expensive alternative.

· Takes more time to implement.

· Pre-built systems that need to be customized to fit a client’s particular need.

· Comes in a modular form where modules may be purchased and individually customized.

· Takes the least time to implement but at a higher cost than in-house software.

· In-house software 
that will require programming a client’s application.

· This is a pre-build database program that requires customized programming for an individual application.

· Least expensive if project is well defined.

One non-customizable software option is NetSuite Small Business 9.5.  This is an online software suite that is designed for a small business.
  The license is only good for one computer so all the suite would need to be purchased for each workstation.   It cannot be customized so what you see is what you get.  One pro is that it is an online-based program so networking is more feasible than most standalone accounting suites. 

Another software option is a software package called Cougar Mountain.  Cougar Mountain 
has a per license fee meaning each of the 5 computers would be need licenses for this software.  This is a module-based system where each different module would need to be purchased separately for each station.  With this system, each group accessing the system would need a Cougar Mountain software suite in order to be compatible.  The first year of use includes complimentary limited phone support.  After that immediate phone support can cost up to $800 for two hours.

Microsoft Office Professional suite includes Access.  Access
 is a relational database that could be used to build a prototype system for testing.  Enterprise system deployment might require a more robust program.
OUTSOURCING ALTERNATIVES

Depending on where the system is outsourced determines the price and quality of service.  The cost range may be determined whether programming is performed domestically or overseas.  We would caution that outsourcing might expose the banks internal organization structure and may make it vulnerable to penetration at a later date.  The reasons for this is that custom programming may require thousands of lines of code, any one of which may introduce a security weakness either intentional or accidental.

MANUAL ALTERNATIVES

The bank is already using what would be referred to as a manual system.  The only automation in place would be mathematical formulas found in the various spreadsheets currently used.

RECCOMENDATIONS

Based on our research, it is recommended that Microsoft Access be used to build a prototype system
.  The reasons for this are:

1. The bank already owns the software. 

2. Access is a multiple-user, fully relational database with the power and capabilities to process the expected volume.

3. Access is a well-known database software that is easy to use.

4. The programming can be performed in-house, which will limit exposure of the banks internal structure.

5. The software is well supported by the manufacturer.

6. With minimal training, maintenance of the system may be performed by bank personnel.

7. The acquisition of Utopia National Bank will be bringing in an undetermined additional processing requirement.  It may be determined that the Access solution will be adequate for expansion company-wide.

TIME ESTIMATES

The time estimates for system completion are as follows:

1. Systems Planning – Feasibility Study (completed)

2. Systems Analysis – This Systems Requirement Document

3. Systems Design

4. Systems Implementation

5. Systems Support and Security

GANTT CHARTS
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The following Gantt Charts outline the estimated timeline for completion of the system.
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PERT/CPM CHART
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The time schedule is mapped in the following Pert/CPMchart.

CONCLUSION

This is a placeholder for the Conclusion section.
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Introduction

The current system used to track programming expenses within the Bellevue branch is an Excel workbook.  This is a manual system that requires 15 to 20 minutes to enter per contract and 20 to 30 minutes to process an invoice.  The majority of this time is spent verifying that the contract is complete and the invoice to be paid conforms to the specifications of the parent contract.

Superior I.T. Systems Solutions and its team members Martin Dinsmore, Travis Lee, Ryan Shaw, and Tim Wilkie preformed the investigation for this feasibility study that Patrick Jay, Manager of the accounting group of the Bellevue, Washington Xanadu Bank branch, requested.

Systems Request Summary

We were asked to investigate and recommend a solution to control payments in accordance to contractual time and fee limitations throughout the company.  Specifically, this solution should include the ability to:

1. Automatically verify hourly rate on invoice matches contract,

2. Automatically verify start and end dates on invoice match contract,

3. Insure that the paying of an invoice will not exceed contract maximum.

Background

The Bank of Xanadu was founded in 1978 in Bellevue, Washington, as Swellvue Savings and Loan by three entrepreneurs with banking backgrounds.  They started with three local banking centers in the Puget Sound area of Washington State and a company slogan of “No Boundaries.”  By always putting the customer first no matter what, and adhering to policies that assured quality and exceptional customer service at all times, the company grew quickly.  They soon had offices across the entire Northwestern US, and down the west coast into California.  After many mergers and acquisitions, they changed their name to the Bank of Xanadu.

Early in the year 2000 the bank moved its corporate headquarters to George Town in the Cayman Islands.  It now has over 100,000 employees world wide serving a customer base of over 10 million.  They have 28 major banking centers and over 2000 branch offices located in the US and 15 other countries.  Each banking center employs 300 to 500 people, the branch offices from 25 to 50, and the Cayman Island headquarters about 200.

US Banking Centers:


	1. Scottsdale, AZ

2. Beverly Hills, CA

3. Pine Valley, CA

4. Aspen, CO
	5. Denver, CO

6. Palm Beach, FL

7. Savannah, GA

8. Las Vegas, NV
	9. New York, NY

10. Dallas, TX

11. Newport, VA

12. Bellevue, WA


International Banking Centers:

	1. Australia

2. Brazil

3. Canada

4. Chile

5. China
	6. France

7. Germany

8. India

9. Indonesia

10. Japan
	11. Netherlands

12. New Zealand

13. Singapore

14. South Africa

15. UK


Each branch office, both inside and outside the US, reports directly to its designated banking center.  All US and international banking centers report directly to the Cayman Island headquarters.  Banking centers handle their own expenses and provide administrative, accounting, and human resource services to their branch offices.

Preliminary Investigation findings

Problem Description

The current spreadsheet-based system of tracking programming contracts and payments is proving inadequate for the growing number of transactions processed.  The rate of transactions processed is expected to grow by 10% per month, necessitating the need for a more automated single-entry system with built-in verifications based on company policy and contractual obligations.

Project Stakeholders

The stakeholders for this project include the contractors (programmers), payables group (the ones that are going to issue the check), contract group, project sponsor, vendors (the agency that some of the contractors work for), and the project manager.

Project Scope

This project will be confined to the accounting group of the Bellevue, Washington branch.  It will provide proper reports to conduct business with departments outside of this group.

Current Procedures

The current procedures are only within the accounting department of the Bellevue, Washington branch. These procedures include:

1.
Contract is received by accounting group.

2.
Contract verified.  If there is missing information (contract exception), return to buyer (contract group), if not, data entered in spreadsheet(s).

4. Receive invoice

5. Verify invoice (hourly rate matches contract rate, time (start and end date) matches contract, amount does not exceed fee maximum of contract) and enter in spreadsheet(s)

6.
If exception, return to contract group 

7.
Pay invoice (accountant hand-delivers invoice to the accounts payables manager for payment after making a photocopy for his files), update spreadsheet(s)

8.
If payment issue (vendor calls because he did not receive payment), research vendor inquiry, respond to vendor (why it has not been paid)
9. If invoice is not paid in same month it is written (for certain invoices) then process accruals, update spreadsheet(s)

10. Generate reports and audit for accuracy
Current System Weaknesses and Strengths

The system strengths are that the Excel program is easy to use and may be used outside of the office. The weaknesses include:  the amount of time spent to process each contract and invoice, the maintenance of the spreadsheet that tracks the information, and the lack of automatic checks to insure contract correctness, and that payment of invoices are within contract obligations.

System Requested Features

Features requested in our initial investigations are:

· To import existing Excel data
· Automate data entry and payments as much as possible

· Automatically verify that the hourly rate on invoice matches contract

· Automatically verify start and end dates on invoice match contract

· Insure that the paying of an invoice will not exceed contract maximum
· Automate reports including exception reports
Project Constraints

The initial analysis and system requirements for the pilot project are due by March 10th 2012 with the ability to fully implement by mid June 2012.  The budget for the Bellevue, Washington branch pilot project is not to exceed 2 million dollars without approval from Patrick Jay, manager of the Bellevue accounting group.

Project Feasibility

Operational Feasibility – The analysis of our interviews indicate the need to build a relational database to replace the current spreadsheet-based system.  This database will significantly reduce the amount of time it takes to process contract payables.  It will provide an automated single-entry model with data verification.  The employees interviewed expressed excitement at the prospect of replacing the current system with an updated, automated system.  Furthermore, management supports the new system, users are not happy with the current system, there will be no loss of existing data, and training in the use of a replacement system will be minimal.

Technical Feasibility – Because this pilot project will only be installed in the accounting department of the Bellevue branch, the physical equipment necessary will be minimal.  A more in-depth review of the branches current computer and network capabilities is needed before equipment recommendations can be made.

Economic Feasibility – The current multiple-entry system requires a highly trained employee to process.  The current workload required is approaching the need of hiring an additional highly trained person.  With the upcoming acquisition of Utopia national Bank, this workload is expected to grow by 10% per month.  Providing an automated system will save processing time, allow your accountants to concentrate on more important duties, allows a lesser-trained clerk to enter data, and provides the expansion capabilities for the expected increase in data.  The following Net Present Value analysis and Return on Investment analysis demonstrates the expected economic benefits of a new contract accounting system.

Net Present Value Analysis

[image: image1.jpg]Year 0 Year! Year 2 Year 3 Yeard Year 5 Year 6 Year 7 Total
Benefits 1,500,000 1425000 1353750 1286063 1221759 1160671 1102638 1047506
Factor (8%) - 0926 0857 0794 0735 0681 0630 0583
PV of Benefits - 1319550 1,160,164 1,021,134 897,993 790417 694,662 610,696 5,189,258

Costs| 2,000,000 400,000
Factor (8%) 1 0926
PV of Costs 2,000,000 370,400

Yearly Net Value: -$2,000,000 -$1,050,850

420,000 441,000 463,050 486,203 510,513 536,038
0857 0794 0735 0681 0681 0681
359,940 350,154 340,342 331,104 347 859 365,042 3751940

-$250,626  $420353  $978,005) $1437318 $2.464.771 $1920661

Net Present Value: [ $1,437,318




Return on Investment Analysis
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The preceding tables were calculated using the following data:

Development Cost:  $2,000,000

Yearly Costs:  $400,000 first year with a compound increase of 5% annually thereafter.

Benefits:  $1,500,000 initially, with a compound decrease of 5% annually thereafter.

NPV Adjustment Factor:  8%

System Life Span:  7 Years

Expected Benefits

Tangible benefits are expected reductions in processing overtime, automatic error-checking that will detect overpayments, and automated month-end processing that will further reduce processing time.  Intangible benefits include reduced employee stress, improved contractor relationships from a reduction of payment delays, and the employee satisfaction gained from doing away with an inefficient, time-consuming system that was going to get worse as time progressed.

Time and Cost Estimates

Time and cost estimates are for the next phase, the Systems Requirements phase, only.  We are expected to deliver the Systems Requirements document by March 10, 2012 at a projected cost of $62,000.  This includes more in-depth interviews with Xanadu personnel and an inspection of the Bellevue, Washington bank branch to determine technical feasibility.

Our projected timeline is as follows:

February 4, 2012 – Feasibility study/ Meeting with client to ask interview questions

February 11, 2012 – Site visit

February 13, 2012 – Start system proposal

March 3, 2012 – Site visit

March 10, 2012 – Deliver system proposal and cost

Recommendation for Action

It is recommended at this time to proceed with the replacement of the existing contract accounting system.  It is obvious from our initial investigation that the current system is not only inefficient, but is rapidly reaching the point where the employees administering it will be overwhelmed by the manual labor required to use it.  The expected acquisition of Utopia National Bank, with its increased workload, will only make the current situation worse.  

We would like to conduct a site visit of the Bellevue, Washington bank branch.  The purpose of which would be to:

· Interview the users of the current system in depth to gather their input regarding a new accounting system.  This will help to ensure that the new system will do all that is required of it and solidify employee buy-in.

· Survey the office space to confirm that our proposals will work within its physical constraints.

· Inventory the computer network and equipment to determine if upgrades or additions will be necessary.

A second site visit is also scheduled to verify our findings for the Systems Requirements document.

This page is intentionally left blank.

Appendix

Notes / Correspondence

On January 28, 2012 our representatives met with; Patrick Jay, manager of the Bellevue, Washington accounting group; Dave Spencer, member of the accounting group; and Rob Watt, member of the contract group.  The notes of this meeting follow.

· A copy of a contract will be provided.  The contract will be marked with arrows within circles to point out important features.
· A copy of the Excel sheet used to account for contracts and payments will be provided.

· Invoices and accruals are for accounting reports only.

· Reports are needed to distribute to various divisions and units.  The details of these reports will be determined at our next interview.

· The current process relating to programmer contracts and payment of contract invoices was outlined.

· Three items that are to be spicifically addressed are; 1) To automatically verify that the hourly rate on an invoice matches contract; 2) Automatically verify start and end dates on invoice match contract, and; 3) Paying an invoice will not exceed contract maximum.

· Automate as much as possible.

· Maintenance (backups etc.) will be accomplished by the Xanadu IT department.

· Numbers of contracts processed are growing by 10%.

· There are 2 or 3 exceptions per day now.

· Common contract exceptions are no end date and no fee maximum.

· Common invoice exceptions are; they are dated after contract end date dollar per hour rate was off, multiple programmers on invoice (only 1 programmer is allowed per invoice), invoices exceeded contract fee max.

· An automated exception report is requested.

Assumptions

At the time of this writing, it is assumed that:

· We have the full support of the corporate headquarters and the Bellevue accounting group.

· We will have full access to employees, processes, records and other information used regarding the programming contract and invoice payment system currently in place.  If actual records cannot be provided due to privacy issues, then a facsimile will be provided.

Issues

We will require further meetings with your team on a periodic basis as the project develops.  We will need to determine details about your current network capabilities and the type of deliverables that will be needed for outside departments.  We can see the possibility that with the acquisition of Utopia National Bank, your accounting department may immediately need an interim system in place to deal with the additional work load.
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Information Systems Work Request
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Information Systems Work Request

Date 1/25/08 Department Accounting

Contact Patrick Jay Location Bellevue, WA
Title Vice President, & Manager Email pjammer@box.bank

Project Description (in brief):

The strategic direction and growth of the bank has put new emphasis on streamlining our
internal procedures. Xanadu Bank is in the business of banking, and to remain profitable
and competitive, we have shifted our focus to concentrate on our core competencies,
outsourcing any functions and processes that are not part of these core business
operations. Since we began this process late last year, we have redeployed all in-house
programming positions, resulting in the need to use outside contractors to provide the
necessary programming services. This move will save our company over one 1 million
dollars annually in employee administrative and benefit costs.

The major problem we face now is finding a suitable way to track these new programming
expenses to the scope of service stipulated in their official contracts. While the accounting
department has hastily thrown together a stop-gap solution using an Excel workbook, it is
taking an incredibly large amount of time to manually enter all the contractual
information, receive and process the incoming programming invoices, prepare accurate
accruals, determine whether the invoice falls within the time limitations, and calculating
whether enough funding is left on the contract to pay the invoice. In recent strategic
planning sessions, the senior management has determined that a new, more automated
process for managing contractual payables is needed. The objective of this project is to
investigate and recommend a solution to control payments in accordance to contractual
time and fee limitations throughout the company.

Submitted by: Date

Approved by: Date

Bank of Xanadu is a fictitious enterprise, developed for use by CIS 233 Winter 2008
Use of materials is solely intended for educational purposes.





 Organization Chart
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CORPORATE HEADQUARTERS:

Chief Executive Officer (CEO)

Patrick Dollarene

Chief Financial Officer (CFO)

Sanjay Rupeedaal

Chief Information Officer (CIO)

Isabella Realney

Chief Operations Officer (COO)

Hyacinth Randall

(Sample)
BRANCH OFFICES

Bellevue, WA

George Town, Grand Cayman

Executive Vice President (EVP)
Carmelita Pesolera

Senior Vice President (SVP)
Richard Poundstone

Vice President (VP)
Dieter Markstein

Assistant Vice President (AVP)
Keiko Yennokai

Pine Valley, NY Berlin, Germany

Sr. Vice President
Anne Casey

Executive Secretary:
Beth Rice

Contract Group

Manager: Scott Sorenson

Rob Watt

Sam Esposito
Mark Martin
David Hart
Jagreet Kaur
Anthony Lewis

Accounting Group
Manager: Patrick Jay
Dave Spencer
Kyle Watts
Tamisha Spencer
Misty Barber

Payables Group
Manager: Lyle Newhart

Dawn Hill

Mark Martin

Ho Lee

Bill Loos

Lane Conway

John Wallace

Sr. Vice President
Leonard Chou
Executive Secretary:
Jan Lawrence

Contract Group
Manager: Cara DeSoto
Annie D'Ogie
Joyce Donahue
Ray Ortiz
John Ackerman
S. Nelson-Leang
Tuan Tran

Accounting Group
Manager: Roy Brown
Shelly Grant
Tom Leman
Pilita Basto
E Osei-Shearman

Payables Group
Manager: Robert Stacy
Amy Hawkins
Leslie Hall
Waylon White
Susan Cooper
Ed Eowpun’
Tereasa Skelly

Sr. Vice President
Louisa Gartner

Executive Secretary:
Darth Weitmeier

Contract Group
Manager: Joachim Mohr
Karl Meister
Steffi Freund
Paula Grossman
Gerhard Arnott
Tobias Stein
D Voigtsberger

Accounting Group
Manager: Franz Neuman
Karin Kratz
Stephan Niebur
Dieter Janssen
Astrid Gutentag

Payables Group

Manager: Astrid Dorftier
Gunther Merckel
Hans Meistersohn
Rudi Schertz
Walter Lehmann
Martin Edelmann
Gert Fromme

Bank of Xanadu is a fictitious enterprise, developed for use by CIS 233 Winter 2008

Use of materials is solely intended for educational purposes.






Major Announcement
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Date: Friday, 11/30/07

To: Bank of Xanadu Bellevue Employees
From: Anne Casey, Sr. Vice President
Subject: MAJOR ANNOUNCEMENT

This will give you advance notice of a story that will be reported in tomorrow's newspapers. At a
press conference today, the Bank of Xanadu board of directors announced that the company would
immediately acquire Utopia National Bank, including their corporate headquarters and all 550 of their
branch offices, for a sum of $15.1 billion dollars. This acquisition will greatly increase our global
influence in Europe, Africa, and the Asian marketplace. This opportunity will expand our operations
into eight new international cities, including Paris, Zurich, Rome, Cairo, Bangkok, Taipei, Manila, and
Seoul, and add over 400 domestic branches - primarily in America’s heartland. We are excited about
this acquisition, and welcome Utopia into the Xanadu fold.

During our recent strategic planning meetings, we examined external opportunities and internal
constraints of our business. We identified several fast-growing areas of banking that might represent
new opportunities for Xanadu. We found that bringing Utopia into our business model would present
the best opportunity for us to expand not only our global exposure, but also to expand our customer
base and increase the available services that we can offer our customers. While Utopia will provide
us a wider array of banking opportunities, we will heed to streamline both business process models
into one seamless operation in order to maintain economic profitability.

As a result, we decided to consolidate operating and networking systems into one global system. We
are also in the process of recovering from the sub-prime mortgage fiasco that resulted in damaging
losses for Xanadu, and particularly disastrous losses for Utopia. With losses of several billion dollars,
Utopia was in no position to continue to operate as a financially profitable organization. This allowed
Xanadu to execute a quick-and-dirty hostile takeover of their organization. With this said, we must
now focus on our core competencies in order to return to financial profitability. After much strategic
planning, we have decided to outsource all system programming and consulting duties that we once
held in-house to outside contractors. We project that this will result in substantial annual cost
savings in employee administrative and benefit expenses.

To address this constraint, we have decided to temporarily reorganize our IT resources and assign
higher priority to internal projects that will streamline our procedures. As Xanadu employees, you
know that our company always has looked ahead to the challenges and opportunities of the future.
Our long-term mission is to grow ourselves into the largest and most profitable banking organization
in the world. Our corporate values and the high-quality services we provide are the cornerstone of
our success. In a market where many banks and thrifts are close to failing, we have been able to
stave off serious financial distress, and with the acquisition of Utopia, believe we have positioned
ourselves to achieve a rapid recovery and continue to grow our product and services worldwide. Our
financial analysts and advisors have much work to do to complete the acquisition of Utopia. Internal -
procedures and external market opportunities will be scrutinized. If all goes as planned, we expect
to see increased profits within the next two to three operating quarters. Thank you all for your hard
work and dedication.

Bank of Xanadu is a fictitious enterprise, developed for use by CIS 233 Winter 2008
Use of materials is solely intended for educational purposes.






Contract Page 1 Sample
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[ All work and/or services provided under this Appendix shall be performed in accordance with the provisions

of this Appendix and Master Agreement

Projecy/Services Number: 16358.000

Charge Unit #: 3620 {,

Bank Project Manager/Phone:

Peter Tripple

206/675-2696

[L Scope of Services:

A Provide an overview of the p

XANET
FAX

785-2696
/675-2459

Support product development projects, as well as acquisi-
tion preparation for Demand Deposit Systems.

(See attached sheet for conunuauon of Scope of Services)

P12 F408

[{l.  Fee Schedule: Total fee shall not exceed $ _ 26,000,

Name of Individual Generic Job Level

Hourly Rawe San Date End Dale

Dan Van Rtz CSE

$65.00 |2/16/08 4/15/08

A NEW APPENDIX A MUST BE EXECUTED TO AUTHORIZE PAYMENT BEYOND THE AMOUNT
NOTED ABOVE IN [II.: FEE SCHEDULE, OR TO AUTHORIZE WORK BEYOND THE COMPLETION

DATE NOTED ABOVE.
Agreed and Accepled:
—DRAN VA

{Conuracor)
D P
Signaturer =t % £ e

</

Dan vVan RItz

Vendor Officer:

President

2/15/06

Tide;

Date:

[nvoices-should be directed to:

Bank of XanADW

Rewail Automanon Serv. #3464
P O Box 37000
BEWEVUE , WA 98002

ATTN: Bryan Davis

Page 1 of 2

Agreed and Accepted:

BANK OF X afAD

. SAVINGS Asmmmwaﬂwé
. Signature:

u Corrlqan

Name:
Tite: Vice President
Date: 2/14/08
Com‘mlgnw. CMI(- UL_/LI\J(&‘J\
Christos Skeadas
Name:
Vice President
Tide:
2/15/0
Date: 8
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Contract Page 2 Sample 

[image: image6.png]AGREEMENT TO PROVIDE PERSONNEL BETWEEN

Bank of XANADR
and Savings Association (BANK)

and

DAN VAN RITZ, INC. (Conuractor)

{1 Scope of Services - Continued:

B. List the specific tasks 10 be performed:

Complete systems design specifications.
Analyze and code in COBOL.

Perform unit, system and integration testing.
Provide installation support. '

C."  List the deliverables expected 0 be produced:

Detailed design specifications.

Code. -
Test specifications. -
Unit testing, system testing.

Conversion specifications.

Installation specifications.

D. List the specific technical expertise required (hardware, operating systems, programming languages.

ew.)
1. IBM 30XX, TSO/ISPF, 0S JCL, VSAM.
2. Ability to analyze and code in COBOL.
3. Design, coding and testing skills.
4. Accounting systems background required, banking preferred.
Deposit systems/prior acquisition experience a plus.
5. Prior BofA experiehce a plus.
6. Strong communications and documentation skills.
7. Team player with good interpersonal skills.

E, List the psrfmnm smndards thas will be used w dewermine quality of work (e.g., SDP, documenua.
tion standards, (esting standards, etc.) ‘

Adherence to project standards.
Code reviews.

SDP.
Test plans and test result reviews.

Page 20f 2





Contract Extension Sample 

[image: image7.png]HEWQ TO: Rob Watt
TRH #3411

MENO FROM: Del Billingsley
Yice President/Project Manager
Consumer Lending Division - Consumer Loan Services
Project Management & Technology Support #3454
Xnet 666-1464

COPY TO: Mike DeYico #3454
Jim Petersohn #3761
Frank Smikoskd #3326
Kris Walunas #3454

DATE : April 18, 2009
SUBJECT: Marathon Contract Extension - CPR PROJECT (#287)

The "Completion Date™ on the Marathon Systems Consulting Service Agreement,
Master Agreement #31-3664, has been extended to Hay 15, Zoog The Total Fees
do not change; they will not exceed $77,000. :

Please make note of this change in your files.

Thanks for your help and call me if any gquestions.





Contractor Time Sheet Sample 
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Invoice Sample
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Invoice Data Entry Sheet Sample

[image: image10.png]DATA ENTRY SHEET

Vendor Name: Donny Wicks Associates

Vendor Number: Z70002

invoice Number: 329

Description: A. Peckham 12/16/07 to 12/31/07

Invoice Date: 01/02/08

Due Date: 01/17/08

Invoice Total: 3,600.00

G/L Account: 507613

P.O. Number: A. Peckham

Charge Unit: 9408

Processed by Dave Spencer 1/11/08




 Invoice Exception Memo Sample 
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Date: February 11, 2008

From: Dave Spencer, Accountant
Financial Controller’s Division
Corporate General Accounting #3707

To: Rob Watt, Buyer
Technology Acquisition Management #3411

Classification: Internal

Subject: CONTRACTOR INVOICE PROBLEMS

Vendor:

T

I am unable to process the attached invoice(s) for the following reason(s):

) No Contract on File
0) Dollar Amount Exceeds Contract Fee by $
O Invoice Period Qutside of Contract Dates

§) No Time Sheet
O No Invoice/Time Sheet Approval

QO Time Sheet & Invoice Discrepancy
O Billed Rate Different from Contract Rate
O Other:

Please provide the necessary information and return to me in unit #3707. Thanks you
for your assistance in resolving these problems. If you have any questions, please call
me at XanaduNet 785-1223.

Attachment included.

P
DATE ACTION





Excel Spreadsheet – Vendor Tab
Excel Spreadsheet – Contact Tab
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Excel Spreadsheet – Charge Tab
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Excel Spreadsheet – ConProg Tab
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Gilhert, Steve
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Clark, Rudy
Crocker, Mark
Tripple, Peter
Tripple, Peter
Aporte, Manny
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Clark, Rudy
Ornigawa, Joe
Clark, Rudy
Schaffer, John

Unit_ Phone
50547852600
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Project Description

TaxSystem Assistance

Demand Deposit Systems




Excel Spreadsheet – MemoLog Tab
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Memo Date 1D Number Programmer Company Start Date EndDate Invoice # Invoice $ _ Reason _ Response Remarks
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Excel Spreadsheet – FeeMax Tab
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0111108
0172518
0208108

0208108

0208108

0111108
0208108

12021107
011108
0172518
0208108

1217007
01/0208
01/16/08

01/0208

01/0208

12/1607
01/0208

1201107
12/1607
01/0208
01/16/08

End Date
12731107
011508
0173108

0173108

0173108

12731107
0173108

12116007
12731107
011508
0173108

Rate Total Hours Total Invoice Total to Date

25.00
25.00
25.00

25.00

52.00

60.00
60.00

59.00
59.00
59.00
59.00

700
68.0
700

1765

185.0

60.0
177.0

64.0
66.0
8.0
820

1,760.00
1,700.00
1,760.00

Total:
441250
Total:
8,580.00
Total:
3,600.00
10,620.00
Total:
3,776.00
3,894.00
5,015.00
4,838.00
Total:

5,200.00
441250

8,580.00

14,220.00

767000

17,523.00

20,000.00
20,000.00

70,000.00

88,600.00

48,000.00

Fee Max_ Available §

23,800.00
24,587.50

61,420.00

74,380.00

30,477.00




Excel Spreadsheet – Invoices Tab
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Charge  Invoice # Date Paid BeginDate End Date
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011508
[IE

01731108
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0173108
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02115008

Rate | Total Hours
50.00

60.00 60.0
50.00 66.0
25.00 700

Totak:
50.00 5.0
25.00 68.0

Total:

Total for January:

52.00 165.0
60.00 1770
50.00 820
25.00 700
25.00 1765

Total:
25.00 68.0

Totak:

Total for February:

3,776.00

3,776.00

3,776.00

3,600.00
3,884.00
1,750.00

9,244.00

5,015.00
1,700.00

6,715.00

15,959.00

8,580.00
10,620.00
4,838.00
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4,412.50
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1,700.00
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Total Invoice  Accrued Memo

1207
1207
1207

01108
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0108

Dec Exp
13,020.00

Jan Exp
36,915.50




Excel Spreadsheet – Accruals Tab
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Charge Invoice # Total Invoice Accrued Reversed
1,750.00

1,750.00
3,600.00
3,894.00

3072 509
3072 Total:
9408 329
9408 1002
9408  Total:
December 2007
3072 511
3072 3723
3072 Total:
3117 101
3117 Total:
9408 330
9408 1004
9408  Total:

January 2008
February 2008

Grand Total:

1,750.00
4,412.50
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Excel Spreadsheet – ExpRec Tab
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101

330
1003
1004

510
511
3723

01/02/08 01/31/08 165.0 8,580.00
Total for Charge Unit: 858000
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Excel Spreadsheet – RptFeeVSAct Tab
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Excel Spreadsheet – ConRecap Tab
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	USE CASE NAME:
	RECEIVE CONTRACT
	ID: UC-001

	Primary Actor:
	Accountant

	Brief Description:
	This use case describes the steps for RECEIVE CONTRACT; from the time the buyer delivers a new contract until the new contract has been entered into the payment system. 

	Trigger:
	The buyer delivers a new contract to the accountant.

	Related Use Cases:
	UC-002, CONTRACT EXCEPTION (extends)

UC-003, UPDATE CONTRACT (uses)

	Normal Flow of Events:
	This use case begins when the buyer delivers a new contract to the Accountant.  The accountant performs the following actions:

1. The accountant logs onto the Contractual Payment system.

2. Navigate to the contract entry screen.

3. Accountant verifies that all the information required is on the contract. This includes fee maximum, start & end date, contractor name, project manager, charge unit, project description, hourly rate.

4. Accountant then enters all contract information into the system.

5. System assigns the contract reference number (ex: ROTZ0408).

6. Accountant saves new contract record into the system with a “valid” status.

7. Accountant then files original contract for future reference.

This use case ends when a valid contract has been entered into the system.

	Exceptions:
	#4: If any information is missing, after entry the contract is returned to the Buyer (see Contract Exception use case) with an “invalid” status.

	Pre-condition(s):
	A new contract exists and is ready to be entered into the system.

	Post-condition(s):
	A new contract has been processed and entered into the system.

	Information Requirements:
	1. Contract Fee Maximum

2. Contract Start Date

3. Contract End Dates

4. Contractor Name

5. Project Manager (contact name)

6. Charge Unit

7. Project Description 

8. Hourly Rate

9. Contract Reference Number

10. Bank Division

11. Contract Status

12. Contract Entry Date

13. Employee ID

	Assumptions:
	1. Accountants may not be the only employees that will be entering contracts into the system in the future.

2. The system will determine and assign the contract reference number (not the accountant).

3. Even though the bank division doesn’t appear on the contract, it is tied to the charge unit and must be accounted for in the new system.

4. Contract status is necessary to classify the contract at the various stages of its life cycle.

	Business Rules:
	1. The contract must be entered into the system regardless of its status.

2. A contract is only valid when all required information is present on the contract.

3. All original contract copies must be filed for future reference.


	USE CASE NAME:
	CONTRACT EXCEPTION
	ID: UC-002

	Primary Actor:
	Accountant

	Brief Description:
	This use case describes the steps for CONTRACT EXCEPTION; from the time an exception is discovered in a new contract until that contract is returned to the buyer for revision.

	Trigger:
	An exception occurs when entering a new contract into the system.

	Related Use Cases:
	UC-001, RECEIVE CONTRACT (uses)

UC-002, UPDATE CONTRACT (extends)

	Normal Flow of Events:
	This use case begins when the system determines that an exception has been caused as a new contract is being entered into the system.

1. The system declares the contract to be invalid.

2. The system lists all of the reasons that caused the exception (see Exceptions immediately below).

3. The accountant uses this information to create an exception memo

4. The accountant returns the contract to the buyer with the exception memo requesting the missing information.

This use case ends when the invalid contract has been returned to the buyer with the exception memo.

	Exceptions:
	Causes for exceptions when any of the following information is missing when a new contract is being entered into the system:

1. Contract Fee Maximum

2. Contract Start Date

3. Contract End Dates

4. Contractor Name

5. Hourly Rate

6. Project Manager

7. Charge Unit

8. Project Description

9. Contract Reference Number

10. Bank Division

	Pre-condition(s):
	A new contract is being entered into the system

	Post-condition(s):
	A new contract has been entered into the system and determined to have a status of “invalid”.

	Information Requirements:
	1. Contract Fee Maximum

2. Contract Start Date

3. Contract End Dates

4. Contractor Name

5. Hourly Rate

6. Project Manager

7. Charge Unit

8. Project Description

9. Contract Reference Number

10. Bank Division

11. Contract Status

12. Contract Entry Date

13. Employee ID

1. The system will determine the status of all new contracts entered into the system.

2. Any contracts entered into the system with required information missing will be given a status of “invalid”.

14. All original contract copies must be filed for future reference.

	Assumptions:
	Some information already entered in UC-001 will be supplied by the system.

	Business Rules:
	1. The system will determine the status of all new contracts entered into the system.

2. Any contracts entered into the system with required information missing will be given a status of “invalid”.

3. All original contract copies must be filed for future reference.


	USE CASE NAME:
	UPDATE CONTRACT
	ID: UC-003

	Primary Actor:
	Accountant

	Brief Description:
	This use case describes the steps for UPDATE CONTRACT, from the time the buyer delivers a revised contract until the revised contract has been entered into the payment system.

	Trigger:
	The buyer delivers a revised contract to the accountant.

	Related Use Cases:
	UC-002, CONTRACT EXCEPTION (uses)

	Normal Flow of Events:
	This use case begins when the buyer delivers a revised contract to the Accountant.  The accountant performs the following actions:

1. Log into the Contractual Payment System

2. Navigate to the existing contracts screen

3. Pull up the contract to be updated

4. Verify that all information requested in the Exception Memo is present

5. Enter the new information for the contract into the system

6. Save the new contract to the system with a “valid” status

7. File the original copy of the contract

This use case ends when a valid contract has been entered into the system.

	Exceptions:
	Step 4:  If any of the required information is missing, the contract is returned to the buyer for revision (see CONTRACT EXCEPTION use case) with an “invalid” status.

	Pre-condition(s):
	An existing contract with a status of invalid is in the system AND new information that was requested in an Exception Memo has been received about this contract.

	Post-condition(s):
	An existing contract has had its status changed from “invalid” to “valid”.

	Information Requirements:
	1. Contract Fee Maximum

2. Contract Start Date

3. Contract End Dates

4. Contractor Name

5. Hourly Rate

6. Project Manager

7. Charge Unit

8. Project Description

9. Contract Reference Number

10. Bank Division

11. Contract Status

12. Contract Entry Date

13. Employee ID

	Assumptions:
	1. An Exception Memo has been responded to by the buyer and updated information about the contract in the memo has been provided. The contract must be entered into the system regardless of its status.

2. A contract is only valid when all required information is present on the contract.

3. All original contract copies must be filed for future reference.

	Business Rules:
	1. The contract must be entered into the system regardless of its status.

2. A contract is only valid when all required information is present on the contract.

3. All original contract copies must be filed for future reference.


	USE CASE NAME:
	RECEIVE INVOICE
	ID: UC-004

	Primary Actor:
	Accountant

	Brief Description:
	This use case describes the steps for RECEIVE INVOICE, from the time the buyer delivers a new invoice until the new invoice has been entered into the payment system. 

	Trigger:
	The buyer delivers a new invoice to the accountant.

	Related Use Cases:
	UC-005, INVOICE EXCEPTION (extends)

UC-006, UPDATE INVOICE (uses)

	Normal Flow of Events:
	This use case begins when the buyer delivers a new invoice to the Accountant.  The accountant performs the following actions:

1. Log into the Contractual Payment System

2. Navigate to the Invoice Entry screen

3. Enter the Contract number.  This step causes the system to access all the background information required to validate the invoice including contract fee maximum, contract start and end dates, the hourly rate, and contract status.

4. Verify that all required information is present, including the Contractor Name, Date the invoice was received, hourly rate, number of hours worked, ID number, programmer, entered date, rate.

5. Enter the invoice information into the system

6. The system checks the information entered for the invoice against the information in the database and gives the invoice either a “valid” or “invalid” status.

7. Save the new invoice to the system with a “valid” status

8. File the original copy of the invoice

This use case ends when a valid invoice has been entered into the system.

	Exceptions:
	Step 4:  If any of the required information is missing, or is outside the acceptable range for the contract the invoice is being submitted against, the invoice is returned to the buyer for revision (see INVOICE EXCEPTION use case) with an “invalid” status.

	Pre-condition(s):
	A new invoice exists and is ready to be entered into the system.

	Post-condition(s):
	A new invoice has been processed and entered into the system.

	Information Requirements:
	1. Contract Fee Maximum

2. Contract Start Date

3. Contract End Dates

4. Contractor Name

5. Hourly Rate

6. Contract Reference Number

7. Contract Status

8. Date Received

9. Employee ID

	Assumptions:
	1. Accountants may not be the only employees that will be entering invoices into the system in the future.

2. The system will determine whether the invoice receives a “valid” or “invalid” status after the required information is entered into the invoice entry screen.

3. Some information on the Invoice Entry screen will be provided by the system from information already entered for the parent contract.

	Business Rules:
	1. All invoices must be entered into the system.  Their status to be determined by the system.

2. An invoice is only valid when all required information is present AND within acceptable time and monitory limits on the invoice.

3. All original invoice copies must be filed for future reference.


	USE CASE NAME:
	INVOICE EXCEPTION
	ID: UC-005

	Primary Actor:
	Accountant

	Brief Description:
	This use case describes the steps for CONTRACT EXCEPTION, from the time an exception is discovered in a new invoice until that invoice is returned to the buyer for revision.

	Trigger:
	An exception occurs when entering a new invoice into the system.

	Related Use Cases:
	UC-004, RECEIVE INVOICE (uses)

UC-006, UPDATE INVOICE (extends)

	Normal Flow of Events:
	This use case begins when the system determines that an exception has been caused as a new invoice is being entered into the system.

1. The system declares the invoice to be invalid.

2. The system lists all of the reasons that caused the exception (see Exceptions immediately below).

3. The accountant uses this information to create an exception memo

4. The accountant returns the invoice to the buyer with the exception memo requesting the missing information.

This use case ends when the invalid invoice has been returned to the buyer with the exception memo.

	Exceptions:
	An exception is caused when any of the following conditions exist on the new invoice:

1. Date received occurs outside the date range determined by the contract beginning and ending dates

2. The invoice amount, if paid, will cause the total amount paid on the contract to exceed the contract fee maximum

3. The hourly rate being billed on the invoice does not match the hourly rate declared in the contract

4. The invoice is being submitted against a contract with a status of “invalid”

5. Missing Contract Reference Number

6. Missing Contractor Name

	Pre-condition(s):
	A new invoice is being entered into the system

	Post-condition(s):
	A new invoice has been entered into the system and determined to have a status of “invalid”.

	Information Requirements:
	1. Contract Fee Maximum

2. Contract Start Date

3. Contract End Dates

4. Contractor Name

5. Hourly Rate

6. Project Manager

7. Charge Unit

8. Project Description

9. Contract Reference Number

10. Contract Status



	Assumptions:
	There is an existing contract against which the invoice is being submitted.

	Business Rules:
	1. The system will determine the validity of all invoices entered into the system.

2. Any invoices entered into the system with required information missing will be given a status of “invalid”.


	USE CASE NAME:
	PAY INVOICE
	ID: UC-007

	Primary Actor:
	Accountant

	Brief Description:
	This use case describes the steps for PAY INVOICE, from the time the system determines a “valid” status from the RECEIVE INVOICE and or UPDATE INVOICE.

	Trigger:
	When the system sets invoice to a “valid” status.

	Related Use Cases:
	UC-004, RECEIVE INVOICE (uses)

UC-006, UPDATE INVOICE (uses)

	Normal Flow of Events:
	This use case begins when the status of the invoice is set to “valid”

1. Data Entry Sheet

2. Send to A/P Group

This use case ends when a “valid” status invoice is sent to the A/P group.

	Exceptions:
	No exceptions for this use case.

	Pre-condition(s):
	A current invoice has been updated and or approved as “valid” status.

	Post-condition(s):
	A “valid” status invoice is sent to  A/P Group.

	Information Requirements:
	No information requirement for this use case.

	Assumptions:
	The system will auto send the invoice with a “valid” status to the A/P group. 

	Business Rules:
	No business rules for this use case.


	USE CASE NAME:
	VENDOR INQUIRY
	ID: UC-008

	Primary Actor:
	Accountant

	Brief Description:
	This use case describes the steps for VENDOR INQUIRY, from the time the vendor inquires about invoice.

	Trigger:
	VENDOR INQUIRY submits an inquiry.

	Related Use Cases:
	UC-001  RECEIVE CONTRACT (uses)

UC-002, CONTRACT EXCEPTION (uses)

UC-003, UPDATE CONTRACT (uses)

UC-004, RECEIVE INVOICE (uses)

UC-005, INVOICE EXCEPTION (uses)

UC-006, UPDATE INVOICE (uses)

	Normal Flow of Events:
	This use case begins when the vendor submits an inquiry for payment to the Accountant. The accountant performs the following:

1. Log into the Contractual Payment System.

2. Navigates to the invoice entry screen.

3. Asks for and enters contract number. 

4. Asks and enters invoice number. This step causes the system to access all the background information to show what the status of the invoice.

This use case ends when the vendor’s inquiry has been answered or fulfilled. 

	Exceptions:
	Due to technical failure, information submission has halted.

One of any involved parties is not available.

Invoice information is insufficient.

Cancelled inquiry due to vendor’s request. 

	Pre-condition(s):
	Accountant receives request.

	Post-condition(s):
	Vendor inquiry has been researched and completed.

	Information Requirements:
	1. Contract Fee Maximum

2. Contract start date

3. Contract end dates

4. Contractor name

5. Hourly rate

6. Contract reference number

7. Contract status

8. Date received

	Assumptions:
	Information is accurate and updated and entered.

	Business Rules:
	All information entered and status updated.


	USE CASE NAME:
	Process Accruals
	ID: UC-009

	Primary Actor:
	Accountant

	Brief Description:
	This use case describes the steps for the Process of Accruals, from the time the accountant receives the accruable invoice to when the accountant processes and reverses the accrual. 

	Trigger:
	Accruals take place whenever a cost/expense is incurred as a general rule to an accrual based accounting system defined by GAAP.

	Related Use Cases:
	UC-004, RECEIVE INVOICE (uses)

UC-005, INVOICE EXCEPTION (uses)

UC-00 6 UPDATE INVOICE (uses)

UC-007, PAY INVOICE (uses)

	Normal Flow of Events:
	1. First the system must determine whether an accrual is necessary

2. The system must then determine what expenses have been incurred and when they were incurred.

3. The system then must balance the expenses by crediting the liability accounts payable or paying for them with cash from the company’s assets.

4. Once the books balance the system can process the accruals and prepare the month end report.

This use case ends when the invalid invoice has been returned to the buyer with the exception memo.

	Exceptions:
	1. If the expense is incurred within the month but does not need to be paid back till the next month or even later, then then the system must credit the liability A/P account.

	Pre-condition(s):
	Must have updated and/or paid invoices

	Post-condition(s):
	Monthly Reports can then be processed

	Information Requirements:
	1. Contract Fee Maximum

2. Contract Start Date

3. Contract End Dates

4. Contractor Name

5. Hourly Rate

6. Contract Reference Number

7. Contract Status

8. Date Received

9. Employee ID

	Assumptions:
	Accruals are always necessary 

	Business Rules:
	1. Accruals take place whenever a cost/expense is incurred 

2. Payments are recorded to A/P before cash is ever exchanged


	USE CASE NAME:
	Monthly Reports
	ID: UC-010

	Primary Actor:
	Accountant

	Brief Description:
	This use case describes the steps for Monthly Reports, from the time the month end reports are requested to when they are distributed.

	Trigger:
	Monthly Reports are constructed and distribute when the recipients request them.

	Related Use Cases:
	UC-001, RECEIVE CONTRACT (uses)

UC-002, CONTRACT EXCEPTION (uses)

UC-003, UPDATE CONTRACT (uses)

UC-004, RECEIVE INVOICE (uses)

UC-005, INVOICE EXCEPTION (uses)

UC-006, UPDATE INVOICE (uses)

UC-007, PAY INVOICE (uses)

UC-009, PROCESS ACCURALS (uses)

	Normal Flow of Events:
	1. A request must be sent to the system for the monthly report

2. The report must be generated

3. Then the generated report must be audited

4. The system must send the reports to different entities.

	Exceptions:
	None

	Pre-condition(s):
	1. All accruals must be processed

2. All required information must be entered into the system to appear on reports.

	Post-condition(s):
	Monthly reports will be distributed

	Information Requirements:
	1. Contract Fee Maximum

2. Contract Start Date

3. Contract End Dates

4. Contractor Name

5. Hourly Rate

6. Contract Reference Number

7. Contract Status

8. Date Received

9. Employee ID

	Assumptions:
	The other departments will request the reports from the system

	Business Rules:
	Report must be audited


REQUIREMENTS CATALOG

Functional Requirements

· UC-001 - The system must allow for a new contract to be entered

· UC-001.1 - The system must accept information about the new contract regardless of whether all required information is present

· UC-001.2 - The system must assign a new contract reference number

· UC-001.3 - The system must determine the validity of the contract and assign either “valid” or “invalid” as the contract's status

· UC-001.4 - The system must save the new contract

· UC-002 - The system must create a contract exception

· UC-002.1 - The system must examine the data input about a new contract and create a contract exception if any required information is missing

· UC-002.2 - The system must set the contract's status to “invalid”

· UC-002.3 - The system must generate a list of all the missing information for use in the creation of a contract exception memo

· UC-003 - The system must allow an existing contract to be updated

· UC-003.1 - The system must use the contract reference number to pull up the contract in question

· UC-003.2 - The system must accept information about the contract regardless of whether all required information is present

· UC-003.3 - The system must determine the validity of the contract and assign either “valid” or “invalid” as the contract's status

· UC-003.4 - The system must save the updated contract

· UC-004 - The system must allow for a new invoice to be entered

· UC-004.1 - The system must be able access the contract information against which the invoice is being submitted

· UC-004.2 - The system must accept information about the new invoice regardless of whether all required information is present

· UC-004.3 - The system must be able to compare the information input against the existing information of the contract and determine the validity of the invoice

· UC-004.4 - The system must assign a status of “valid” or “invalid” to the invoice

· UC-004.5 - The system must save the new invoice

· UC-005 - The system must create an invoice exception

· UC-005.1 - The system must examine the data input about a new invoice and create an invoice exception if any required information is missing or invalid

· UC-005.2 - The system must set the invoice's status to “invalid”

· UC-005.3 - The system must generate a list of all the missing information for use in the creation of an invoice exception memo

· UC-006 - The system must allow an existing invoice to be updated

· UC-006.1 - The system must use the contract reference number to enable the user to select the invoice that requires updating

· UC-006.2 - The system must accept information about the invoice regardless of whether all required information is present

· UC-006.3 - The system must be able to compare the information input against the existing information of the contract and determine the validity of the invoice

· UC-006.4 - The system must assign a status of “valid” or “invalid” to the invoice

· UC-006.5 - The system must save the updated invoice

· UC-007 - The system must alert the Accounts Payable department to pay an invoice

· UC-007.1 - The system must generate a data entry sheet

· UC-007.2 - The system must send the data entry sheet along with the valid invoice to the Accounts Payable department with instructions to pay the invoice

· UC-008 - The system must be able to access information about an invoice

· UC-008.1 - The system must use the contract reference number to enable the user to select the invoice that is being asked about

· UC-009 - The system must generate accruals as necessary

· UC-009.1 - First the system must determine whether an accrual is necessary

· UC-009.2 - The system must determine what expenses have been incurred and when they were incurred

· UC-009.3 - The system then must balance the expenses by crediting the liability accounts payable or paying for them with cash from the company’s assets

· UC-009.4 - The system must process the accruals

· UC-010 - The system must generate monthly reports

· UC-010.1 - The system must run queries against the database and generate 5 different monthly reports

· UC-010.2 - The system must send these reports to the accountant for auditing

· UC-010.3 - The system must receive the audited reports back from the accountant
· UC-010.4 - The system must send the audited reports to the necessary parties
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�What is with all this spacing?  There should not be extra lines between the headings.


�Not on the report page.


�What about the project sponsor/champion?  Patrick Jay…?


�That the service was performed,


�All this detail should be in the Requirements Catalog.  In this section, describe the input and output documents.  Give a brief description and refer your reader to the appendix where the requirements catalog resides for specific details.


�Ditto to above comment.  Describe each report – what does it show?


�This section has a different font from previous sections.


�Different font type here…


�Users, or actors, and the processes within the information system.  Important to state this correctly.


�Is this the same as boxed, off the shelf?  Where does Access fall into all this?


�You need to give a list of its features – what does it do/provide for the user?  How much does it cost per seat?


�No, don’t give pros/cons here.  Save for next section.


�Features?  What can/does it do?  Surely their company webpage provides this information.


�Again, what are its features?  What type of pricing structure does Microsoft offer?


�No.  not here – next section.  Also, you need to find a company that does this and give some details about the services they offer.  There are a lot of them out there – pick one to detail here.


�This section is WAY too short.  You need to take EACH product you mentioned in the above section, and then discuss the pros/cons of EACH and why you did not select it.  Save your recommended solution to last, give pros/cons, and then your rationale for selecting it as your recommended solution.


�OK, a prototype is good.  Then what???????  A prototype is not a fully functioning system.  What do you propose to do after your Access prototype?  It is well know that while now somewhat scalable, it is not robust enough to support a large-scale operation.


�Need to include the data requirements here as well.
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