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Index

401(k) plan
Eligibility in, 276–277
Enrollment in, 276
Link to payroll system, 473

Accounting function consolidation, 
329–330

Accounts payable
Adjustment letters, 75
Best practices, 19–75
Centralization, 49–50
Database access by suppliers, 

52–53
Document

Digitization, 36–37
Facsimile transmission, 39

Flowchart, 77
Implementation issues, 20
Invoice numbering convention, 

34
Invoice routing, 33
Open credit review, 75
Outsourcing, 54–55
Payment factory, 58
Processing based on discounts, 

33–34
Receipt entry, 38–39
Recurring, 57–58
Staff assignment to suppliers, 

73–74
ACH

Debit blocking, 65
Debits, use of, 165–166
Payments, 142–143

Accruals, elimination of, 299–300
Acronym payees, 63
Activity calendar, 338–339
Activity-based budgeting, 112
Activity-based costing, 228–229, 

365–366
Address correction requested, 83
Advance rating assessment, 278–

279
Advance shipping notices, 412–

413
Advances, elimination of, 48
Allocation bases

Completion of in advance, 315–
316

Elimination of, 222–223

Billing
Avoidance of missed, 81–82
Compression of, 302–303
Creation by delivery person, 

91–93
EDI transmission of, 87–88
Error checking, 90–91
Flowchart, 99
For single line items, 87
Implementation issues, 79–81
Intercompany, 97
Invoice layout, 88–89
Internet transmission of, 84–85
Proofreading, 91
Recurring, 83–84
Summarized, 86–87

Blanket purchase orders, 70–71
Bonus sliding scale, 113–114
Budgeting

Activity based, 112
Assumptions, 103–104
Attrition, 109
Bonuses, 113–114
Capacity analysis, 104–105
Capital, see Capital Budgeting
Flex, 114
Flowchart, 124
Funds availability, 107–108
Implementation issues, 101–103
Information preloads, 118–119
Linkage to purchase orders, 

115–116
On-line updates, 123–124
Procedure, 116–118
Key business drivers, 103
Revision frequency, 121–122
Simplifi cation of, 122–123
Software, 120
Staff positions, 109–110
Step costs, 108
Summary-level, 110–111
Working capital, 111

Calendar, activity, 338–339
Capacity analysis, 104–105, 231
Capital budgeting

Using throughput analysis, 106–
107

Using two-stage analysis, 119
Captive insurance company, 279

Approvals
Elimination of, 298–299
Negative assurance, 27
Reduction of, 25–26

Archiving of computer fi les, 
246

Audit
Confi guration, 407
Skills matrix, 398
Work papers, completion of, 

389–390
Auditing

Of bills of materials, 220–221, 
406–407

Of commissions, 212–213
Of expense reports, 43–44
Of inventory transactions, 416–

417
Of labor routings, 222
Of transactions, 311–312

Auditor review of accounting 
decisions, 344–345

Bad debt forecasting, 164–165
Balanced scorecard, 343–344
Bank accounts

Access to, 128–130
Consolidation of, 134–135

Bank reconciliation, avoidance of, 
296–297

Bankruptcy creditor claim, 161–
162

Bar code tracking, 429–430
Best Practices

Duplication of, 12–13
Failure of, 13–17
Impact on employees, 17
Implementation of, 10–12
Planning for, 7–9
Support center, 328–329
Timing of, 9–10
Types of, 5–6

Bill of materials
Audit, 220–221, 406–407
For obsolescence review, 410–

411
Modifi cation based on scrap 

levels, 408
Temporary substitutions, 409–

410
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500 Index

Carrier route codes, 82–83
Cash

Application review, 158–159
Automatic application of, 130–

131
Daily application of, 178–179
Flowchart, 144
Management implementation 

issues, 127–128
Sweeping, 135–138

Chart of accounts
Duplication of in subsidiaries, 

369–371
Reduction of, 367–369

Check
Back-up materials, 257–258
Copy protection features, 62–63
Deposit availability, 140
Frequency of processing, 60
Insurance, 200–201
Payments by fax, 149–150
Posting of, 131–132
Manual, 59
Signing of, 60–61, 65–66
Verifi cation service, 199–200

Check sheets, 325
Closing

For public companies, 312–314
Procedures, 310
Process documentation, 308–

309
Responsibilities, 301–302
Schedule, 306–308

Collection
Agency information, 173–174
Call database, 171–173
Call stratifi cation, 154–155
Flowchart, 180
Implementation issues, 147–149
Outsourcing, 159–160
Software package, 177–178
Staff optimization, 151–152

Commission
Audits, 212–213
Automatic calculation of, 206–

207
Calculation of, 207–208, 212
Flowchart, 216
Implementation issues, 205–206
Listing on cash register, 214–

215
Payments, 210–211, 211–212
Posting on intranet, 214
Structure simplifi cation, 210
Terms table, 208–209
Summary, 209

Computer system reliability 
enhancement, 252–254

Confi guration audit, 407
Construction-in-progress entries, 

376
Containers, standardized, 414
Contract terms database, 345–347
Control

Monitoring, continuous, 395
Standards manual, 390

Controlled disbursements, 139–
140

Copy protection features, 62–63
Costing

Flowchart, 239
Implementation issues, 219–220
Reports, 237–238
Target, 230–231
Trend analysis, 234–235

Credit
Application guidebook, 193
Application renewal, 195–196
Application, terms of, 191–193
Group, 197
Implementation issues, 183
Level determination system, 

194–195
Policy, 183–187
Pre-approval of, 188–189
Reports, 189–190
Risk analysis, centralization of, 

188
Scoring system, 190–191

Credit cards, see Procurement 
Cards

Cross docking, 441–442
Cross training, 358–359
Currency futures, 286
Customer

Account ownership, 150–151
Assets database, 166–167
Balance write-off, 163–164
Bankruptcy action plan, 160–

161
Complaints reporting, 176–177
Orders database, 167, 174–175
Payment procedure, 196–197

Cutoff, automation of, 295–296
Cycle counting, 311, 420–421

Data warehouse, 371–372
Debt purchased from government, 

270
Deduction

Billing by customers, 156
Management, 155

Digital signatures, 244–245
Direct deposit, 464–466
Disclosure committee, 294
Dispute tracking system, 175–176

Document
Destruction policy, 255–257
Imaging, 247–248
Off-site storage, 260
Storage, 248–249

Drop shipping, 438
Dunning letters, 170–171

E-mail overdue invoices, 171
Early payment discounts, 157–158
Earnings credit strategy, 267
EDGARizing, 314
Electronic data interchange

Data entry by third party, 42–43
Receipt of supplier invoices, 

40–41
Transmission of invoices, 87–88

Electronic funds transfer, 142–143
Employee

Advances, elimination of, 48
Posting to subplants, 223–224

Employment verifi cation, 
outsourcing of, 476–477

Expense reports
Auditing of, 43–44
Automation of processing, 45–

48
Export credit guarantees, 201–202

Filing
Flowchart, 262
Implementation issues, 

241–242
Purge date extension, 249–250

Financial statement
Flowchart, 318
Footnotes, 293–294
Posting on PivotTable, 292
Reporting level restrictions, 

292–293
Review, 316–317

Fixed asset monitoring, 347–348
Flex budgeting, 114
Floor stock, 422–423
Flowcharts

Accounts payable, 77
Billing, 99
Budgeting, 124
Cash management, 144
Collection, 180
Commissions, 216
Costing, 239
Filing, 262
Financial statements, 318
General ledger, 380
Internal auditing, 400
Inventory, 446
Payroll, 481
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Index 501

Footnotes, timely completion of, 
293–294

Foreign exchange
Hedging, 284–285, 286
Netting, 280

Form I-9 verifi cation, 475–476
Forward exchange contracts, 284–

285

General ledger
As a data warehouse, 373–374
Drill down capability, 377–378
Error checking, 378–379
Flowchart, 380
Implementation issues, 363–365
Posting bottlenecks, 374–375
Updates by subsidiaries, 375–

376
General ledger accounts

Reduction of, 121, 365
Standardization of, 51
Structure of, 366–367

Ghost cards, 32

Imaging, 247–248
Incentive compensation software, 

213–214
Industry credit group, 197
Insurance

Company, captive, 279
Credit, 200–201
Key man, 278
Policy consolidation, 277

Intellectual property holding, 353
Intercompany

Guarantees, 198–199
Invoicing, 97

Interest rate swaps, 287–288
Internal auditing

Best practices database, 391–
392

Flowchart, 400
Implementation issues, 

383–385
Library, 390–391
Outsourcing of, 392–393
Overauditing avoidance, 389
Process improvements, 

386–387
Relationship managers, 397
Scheduling, 393–394
Self-audit guides, 385–386
Specialists, 396–397
Staffi ng from operations, 395–

396
Surveys, 387
Workfl ow software, 394–395

Internal control assessment, 385

Material variances
Using perfect standards, 224

Metrics tracking, 341–342
Month-end statements, 95–96
Multi-part invoices, 96–97

Negative assurance, 27
Notional pooling, 138–139

Obsolete inventory review with 
bills of material, 410–411

Off-site storage, 260
Optical character recognition 

software, 244
Option tracking software, 275–276
Outsource

Accounts payable, 54–55
Collections, 159–160
Employment verifi cation, 476–

477
Internal auditing, 392–393
Payroll, 477–479
Tax preparation, 350–351

Part numbers, redundant, 443–444
Parts standardization, 444–445
Payables, see Accounts Payable
Payment

Approval reduction, 25–26
Automation, 57–58
Based on receiving approval, 

20–25
Factory, 58
Procedure for customers, 196–

197
Terms, revision of, 64–65

Payroll
Call center, 468–469
Cycle reduction, 474–475
Debit cards, 462–464
Deduction minimization, 454–

455
Direct deposit, 464–466
Flowchart, 481
Forms, 455–456
Implementation issues, 450–452
Orientation brochure, 479–480
Outsourcing, 477–479
Prepayments, 452
Remittance posting, 461–462
Self-service, 452–453, 471–473
System consolidation, 467–468

Personal leave days, elimination 
of, 469

Physical count
Elimination of, 418–420
Streamlining, 424–425

PivotTables, 292

Inventory
Accuracy tracking, 425–426
Count, elimination of, 418–420
Count, streamlining of, 424–425
Customer-owned, 423
Cycle counting, 311, 420–421
Drop shipping, 438
Flowchart, 446
Implementation issues, 403–406
Inactive, identifi cation of, 445
Move to fl oor stock, 422–423
Negative balance reviews, 434
Obsolescence reviews, 226–227
Ownership by suppliers, 437–

438
Planning system, access to, 

435–436
Procedures, 426–427
Reduction activities, 442–443
Returns, review of, 408–409
Storage, 415–416
Tracking with bar codes, 429–

430
Tracking with RFID, 431–432
Transaction auditing, 416–417
Transaction backlogs, 433–434

Investigation levels, reduction of, 
300–301

Investment strategy, 265–269
Invoicing, see Billing

Job costing in the payroll system, 
456

Journal entries,
Forms for, 314–315
Recurring, 294–295
Restriction of, 309–310, 374

Key man life insurance, 278
Keystroke error reduction, 243–

244
Knowledge management system, 

347

Labor routing audits, 222
Labor variance reporting, 225–226
Laddering strategy, 267
Landed cost, 232–233
Late fee recordation, 50–51
Lien rights, 202
Lockbox

Collections, 132–133
Reverse, 53

Mailroom interface, 242–243
Manual checks, 59
Matching strategy, 267
Material scrap levels, 235–236
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502 Index

Policies
And procedures manual, 332–

336, 339–340
Credit, 183–187
Document destruction, 255–257
Tax, 348–349

Positive pay, 61–62
Process centering, 337–338
Process cycle analysis, 331–332
Procurement card

Rebates, 32–33
Use of, 27–31

Product option reduction, 435
Product reduction, 434–435
Production cell layout in 

accounting, 327–328
Project ranking, 105
Purchase orders

Analysis of, 411
Blanket, 70–71

Purchasing
Catalog, on-line, 68
Just-in-time, 436–437

Radio frequency communication 
systems, 430–431

Radio frequency identifi cation, 
254–255, 431–432

Raw material ownership shifting, 
437–438

Receipt signature, 89–90
Receivable securitization, 

269–270
Receiving

Approval of payables, 38–39
Data entry, 428–429
Elimination of, 413–414
Rejection of unauthorized 

deliveries, 411–412
Regulation A exemption, 270–272
Regulation D exemption, 272–273
Remote deposit capture, 133–134
Reports

Cost accounting, 237–238
Elimination of, 258–260
In a data warehouse, 371
On-line, 340–341

Reverse lockbox, 53
Risk

Analysis, 115
Pooling, 440

Run charts, 323–325

Safety stock reduction, 439–441
Sales staff

Conference calls, 156–157
Training, 153–154

Three-way matching, automation 
of, 35–36

Throughput accounting, 229–230
Time clocks

Biometric, 458–459
Computerized, 457–458
Phones, 459–460

Total customer price, 233
Training

Controls, 388–389
For sales staff, 153–154
Inventory, 426–427
Movies, 358
Program, 354–357
Teams, 353–354
Transaction, 303–304

Tranched cashfl ow strategy, 267–
269

Transaction backlogs, elimination 
of, 336–337

Travel
Advances, elimination of, 48
Policies, 48

Treasury
Organizational optimization, 

283–284
Workstation, 281–282

Trend analysis, 234–235

Unapplied cash review, 158–159
Unemployment claim 

administration, 469–470
Unit of measure, access to 

database, 231–232
Universal payment identifi cation 

code, 63–64

Vacation accruals, 466–467
Value stream mapping, 326–327
Variance reporting using perfect 

standards, 224

W-2 Form, electronic, 460–461
W-9 Form, payment withholding 

until receipt of, 56
Wait time analysis, 304
Warehouse

Elimination of, 416
Lock-down, 421–422
Self-auditing, 427–428

Work-in-process tracking, 227–
228

Workfl ow software, 394–395
Working capital budgeting, 111

Zero-balance bank accounts, 
141

Serial activity analysis, 304–306
Shipping log

Computerization, 93–94
Exception tracking, 94–95

Shipping revenue enhancement, 
97–98

Signature stamp, 65–66
Skip tracing, 152–153
Small-balance write-offs, 

163–164
Software

Budgeting, 120
Incentive compensation, 213–

214
Interfaces to general ledger, 

377
Optical character recognition, 

244
Option tracking, 275–276
Workfl ow, 394–395

Spend management systems, 68–
70

Step costing, 108
Storage systems, 415
Supplier

Access to payables database, 
52–53

Entry of invoices into website, 
42

Master fi le cleaning, 72
Naming procedure, 73
Numbers on invoices, 40
Purchase interfaces with, 67
Reduction, 55–56
Statements, payment from, 74
Welcome packet, 71–72

Supply chain fi nancing, 273–274
Surveys, business unit, 387
SWIFT network, 282–283

Target costing
Implementation of, 230–231
In the budgeting process, 112–

113
Tax

Data warehouse, 372
Information service, 352–353
Liaison, 349
Policy, 348–349
Preparation outsourcing, 350–

351
Returns, electronic, 351–352
Staff assignment to business 

units, 349–350
Taxpayer identifi cation number, 

verifi cation of, 56–57
Terms of sale, shortening of, 202

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles false
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Off
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Perceptual
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams true
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Remove
  /UCRandBGInfo /Remove
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Average
  /ColorImageResolution 300
  /ColorImageDepth 8
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /FlateEncode
  /AutoFilterColorImages false
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages false
  /GrayImageDownsampleType /Average
  /GrayImageResolution 300
  /GrayImageDepth 8
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /FlateEncode
  /AutoFilterGrayImages false
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages false
  /MonoImageDownsampleType /Average
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e55464e1a65876863768467e5770b548c62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc666e901a554652d965874ef6768467e5770b548c52175370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA (Utilizzare queste impostazioni per creare documenti Adobe PDF adatti per visualizzare e stampare documenti aziendali in modo affidabile. I documenti PDF creati possono essere aperti con Acrobat e Adobe Reader 5.0 e versioni successive.)
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020be44c988b2c8c2a40020bb38c11cb97c0020c548c815c801c73cb85c0020bcf4ace00020c778c1c4d558b2940020b3700020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken waarmee zakelijke documenten betrouwbaar kunnen worden weergegeven en afgedrukt. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents suitable for reliable viewing and printing of business documents.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


