A
Aberdeen Group, 289
Accenture, 25
Accountability
P2P metrics with procurement
ensure level of, 253
P2P (procure to pay) process, 92
Accounting
finance and accounting
organizations, 100
P-Card management functional
map on transaction,
270,271
Accounting and
reconciliation process
accrued expenses, 329
AP self-audit tools for,
312,332-333
automated self-audit solution, 333
The Financial Close Checklist
for Accounts Payable tool,
7,331-332
four best practices for month-end
accrual process, 330-331
illustration of the flow of, 327
manual checks, 329
month-end accrual roles and
responsibilities, 325-326
recording and payment, 328-329
sample month-end accounts
payable procedure, 328

Index

standards of internal controls
for, 334-341
See also AP process
Accounting software infrastructure
as AP automation
consideration, 57
SAP ERP (enterprise resource
planning), 5,47-51, 57
See also ERP (enterprise resource
planning) system
Accounts payable directors, 81
Accounts receivable (AP
department), 11
Accuracy control activity, 32
ACH account validation, 122
ACH advance authorization, 318
ACH (Automated Clearing House)
description and function of
the, 303-304
Five ACH Controls tool for, 307
ACH Debit Block, 307, 318
ACH Debit Block Agreement, 307
ACH Debit Filter, 307, 318
ACH electronic remittance
as AP automation
solution, 15, 59-60
consider making payments by, 52
Five ACH Controls tool for, 307
percent of suppliers using, 52
See also Electronic invoicing/
elnvoicing
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ACH Transaction Review, 307
Action Plan for the Holder of
Unclaimed Property tool,
7,376-377
Adjusted trail balance report, 335
AFP Payments Fraud and Control
Survey Report (2020), 317
African Americans, 127
Alaskan Native Corporation-Owned
Concern (ANCs), 126
Allowances (error of neglected), 46
Amazon.com, 390
American Bar Association, 209
AP (accounts payable) department
appropriate segregation of
dutiesin, 51
corporate productivity
focus of, 12—-13
critical role within an
organization, 100
customer service of the,
343-349
description and function of the, 9
Digital Equipment Corporation
case study, 11-12
example of organizational
chart for, 101
history of transition of, 101-102
improving accounts payable and
P2P process, 13
month-end accrual process role of
the, 325-326
shared services of an, 102-104
See also AP department
responsibilities; Finance and
accounting organizations
AP automation
automated ACH remittance,
15,52,59-60

back-end invoice capture and
archival, 62, 67-68

benefits of, 57

front-end document and data
capture, 62—63, 68

getting started with, 56-57

impact on discount capture, 77

IWA (imaging and workflow
automation), 64-67,
68—-69, 73-74

OCR (optical character
recognition), 62, 63—-64

spending stratification analysis
indicating move to, 16

Streamlining Your P2P Process
Without Automation
tool, 6, 92-94

trends toward adopting, 55

See also Electronic invoicing/
elnvoicing; Invoice
automation

AP automation considerations

accounts payable department
size, 5657

adoption readiness, 56

ERP and accounting software
infrastructure, 57

financial automation goals, 56

process complexity, 56

summary of functionality, 57-58

AP automation implementation

advanced OCR as catalyst for
adoption, 76

developing the business
case for, 75

front-end solution will prevail, 77

imaging and workflow solutions/
WEB invoicing as cross-
pollinating, 77



impact on discount capture, 77
organizations will seek touchless
processing, 77
software-as-a-service or
outsourcing decision, 75-76
AP automation solutions
ACH electronic payment,
15, 59-60
elnvoicing, 59
ERP integration, 59
implementing P2P, 74-75
multiple solution models will
coexist, 77-78
robotic process automation
(RPA), 60-61
supplier portals, 60
AP department responsibilities
continuous monitoring, 118-119
fine-tune your supplier
master, 114-116
overview of the, 9-10
perform initial compliance
screening, 114
perform ongoing compliance
screening, 114
TIN matching, 45, 113,
120,211-214
for W-9 Form and Form 2-8 from
suppliers, 112-113
See also AP (accounts payable)
department
AP organizations
example of organizational chart
fora, 101
finance and accounting, 100-101
history of the transition, 101-102
shared services of an, 102-104
AP process
automating the, 55-78
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definition of the, 193
illustration of the flow of the, 194
metrics used to improve, 52-53
Quarterly Controls Self-Assessment
Questionnaire, 423425
risk and fraud in the, 25-28
self-assessment of, 15
shared services during
the, 102-104
See also Accounting and
reconciliation process
AP process improvement
AP Process Improvement and
Automation Checklist
tool, 5, 14-15
evaluating opportunities
for, 359
Managing Change tool
for, 6, 89-90
metrics used to drive, 5,
52-53,351-363
need for focus on, 13, 14-15
remember the “continuous”
part of, 353
AP process tools
AP Process Improvement
and Automation
Checklist, 5, 14-15
How to Implement a Successful
Metrics Process, 353
Metrics to Drive Process
Improvements, 5, 52—53
Procurement Spend
Analysis, 5,16
AP professionals
asa an analyst and influencer in
company, 100-101
corporate productivity
rolein, 12-13
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AP procurement alignment
description and benefits of,
82-84, 8687
need for, 105-106
Asian Pacific Americans, 127
Association of Certified Fraud
Examiners (ACFE), 26
Association of Change Management
Professionals (ACMP), 89
Association of Finance
Professional (AFP), 27
ATINs (Adoption Taxpayer
Identification Numbers), 113
Audits
Appears to be out of order -
AP self-audit tools in CCM
environment, 312, 332-333
automated self-audit solution, 333
backup withholding, 400
benefits of a payment audit
process, 45-46
Benford’s Law technique for, 119
CCM environment supporting by
self-audit software, 312
control self-assessments (CSAs) or
periodic, 315
dispute over Delaware’s unclaimed
property estimation
methods, 373
payment processing and
proactive, 248
as P-Card program best
practice, 269, 286
responding to an IRS, 404-407
“right to audit” clauses, 150
standards of internal controls for
self-audits, 334-341
1042-S Form as Tier [ IRS
issue, 401

The Top Twenty Controls for the
AP Process tool, 5, 43-45
trends in compliance and
unclaimed property, 372-374
worker classification, 400-401
See also Reports/reporting
Automated self-audit solution, 333
Automation. See specific type of
automation
Average payable period, 18-19

B
Back-end imaging
description of, 62
efficiency of using, 66
front-end document/data
capture benefits over, 62, 63,
66, 68,71
invoice capture and
archival, 62, 241
IWA used for archival and,
67—68
Back-end invoice capture/
archival, 62, 241
Backup withholding audits, 400
Bank reconciliation, AP department
role in, 10
Barcode recognition, 64, 65
Barter transactions, 385
Basic Procedures for Managing your
Company’s Escheatment
Obligations tool, 7, 377-379
Basware, 60
Benchmarking
analyzing results of, 359
description and functions of, 354
factors affecting metrics
and, 359-360
methodology used for, 355



pitfalls in metrics and, 360
planning for implementation
of, 355-357
standards of internal controls
for, 361-363
summary of benefits of, 360-361
types of, 357-358
The Benefits of Segregation of Duties
(SOD) Controls tool, 5, 34-35
Benford's Law, 119
Bid/proposal purchase order
system, 161
“Black swan” event, 411, 413
B-Notices, 120
BPM (business process
management), 249
Bulk uploads, 213
Bureau of Industry and Security
(BIS), 114, 204, 206-207
Business continuity
disaster recovery vs., 413, 414
how to ensure
continuous, 416417
internal controls recommended
for, 419-420
Business Continuity Plan (BCP) —
Consistent Capitalization
of Continuity and Plan?
definition of, 413
for managing a crisis, 414
recommendations on what to
include in, 413
testing your, 417

what is typically included in a, 414

Business continuity planning (BCPs)
assessing the risk and developing a
strategy, 415
the basics of, 412—413
best practices for, 417
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definitions and terms related
to, 413-414
how the COVID-19 pandemic is
impacting, 411-412
taking it to the cloud, 8, 415-416
Business continuity tools
Five Recommended BCP Internal
Controls, 8,419-420
A Roadmap for Developing Your
BCP, 8,418-419
Six BCP Best Practices, 8,417
Business dependency modeling, 83
Business management department
RFP and RFI
responsibilities of, 111
utilize objective supplier
evaluation and selection
process, 112
Business Name, 209
Business taxes, 330
Buyers
dynamic payables
discounting for, 15
SCF benefits for, 369
Buying channels, 16

C
CAGE code, 209
Case studies
Condé Nast Pays a Fraudulent
Supplier, 123
Digital Equipment
Corporation, 11-12
Cash management. See
Working capital
Catalog of Federal Domestic
Assistance, 209
Catalog procurement
model, 158-159
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Central Contractor Registration’s
SDB certification,
125,126
Central Contractor Registry (CCR),
125,126, 209
Checklist testing, 417
Check payments
percentage of, 52
percentages of low dollar, 52
percent of emergency or
off-cycle, 53
Checks
accounting and reconciliation
process for manual, 329
check limits control, 318, 322
description of, 303
escheatment issues related to,
46,53, 341
maintain security over,
314-315, 321
physical controls of, 318
Post No Checks Block, 307
prompt examination of bank
statements, 314
segregation of duties for, 315
voided and canceled, 322
Chief financial officers (CFOs), 308
Cloud-based business continuity
planning (BCPs), 415-416
Cloud computing
technology, 415-416
Code of Federal Regulations (CFR)
Title 13, Part 124.109, 124.110,
124.111, 126
Title 34, Part 607.2, 125
Title 34, Part 608, 125
Coding standards
(suppliers), 214-217
Comcast customer service
disaster, 345

Commission-Agreement Provision
(New York; 2008), 390
Committee of Sponsoring
Organizations (COSO) of the
Treadway Commission, 28
Communication
advances in Internet, 76, 77
BCPs identifying risk of poor,
412,418,419
customer service, 343-349
established between management
and board of directors, 42
establish financial closing checklist
and process of, 337
FCPA compliance program on
governance, validation,
testing, and, 211
Internal Controls Checklist
toolon, 5,47
internal controls strategy depends
on good, 43, 47
P-Card program requires strong,
273,274,283
reporting on status of, 47
supplier portals, 15, 60, 72
as T&E policy consideration,
292,293,297
Community Development
Corporation-Owned Concern
(CDCs), 126
Compaq Computer Corporation,
12
Compensating Controls to Mitigate
Risk tool, 5, 38, 40
Competencies
P2P Transformation Roadmap
tool on, 88
transforming your P2P
organization, 95
Completeness control activity, 31



Compliance

Compliance Checklist and Year-
End Review tool, 7, 409-410

“Corporate Compliance Principles”
(National Center for
Preventive Law) for, 203

Foreign Account Tax Compliance
Act (FATCA), 112-113,
395-397, 396

Foreign Corrupt Practices Act
(FCPA), 45, 204, 209-211

IWA solution for, 66

minimum requirements for, 204

perform initial compliance
screening of suppliers, 114

perform ongoing compliance
screening of suppliers, 114

Sarbanes Oxley Act
(2002), 23-25,45

supplier compliance for specific
industries, 204-211

T&E policy, 293

trends in unclaimed property
audit and, 372-374

Compliance industry areas

Bureau of Industry and Security
(BIS) for global companies,
114, 204, 206-207

Foreign Corrupt Practices
Act (FCPA) for all, 45,
204, 209-211

Office of Foreign Assets Control
(OFAC) for all, 45, 114,
204, 205-206

Office of Inspector General
(OIG) for health care, 45,
204, 207-208

System for Award Management
(SAM) for US federal
government contractors, 204
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Condé Nast Pays a Fraudulent
Supplier case study, 123
Confidentiality of contract
management, 143-144
Consolidating multiple remittance
addresses, 93,116
Consumer taxes, 383-384
Consumer use taxes, 384
Content storage and management
description of, 249
imaging and workflow automation
(IWA) solution for, 249
Continuous controls monitoring
(CCM) environment, 312
Contract management process
automating the, 144
confidentiality of the, 143-144
establishing SLA (service-level
agreement), 144-146
illustration of the process flow, 137
insights into the, 138
purchasing and
ordering, 155-156
standards of internal
control, 147-150
ten recommendations
for establishing
contracts, 142-144
Contract management
process phases
1. contemplating the deal, 136
2.reaching an agreement, 136
3. performance and
enforcement, 136
Contracts
the basic agreement, 138
definition and elements of a, 135
sourcing compliance, 16
ten recommendations for
establishing, 142-144
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Contract tools
Defining the Types of Contracts,
6,138-141
Ten Recommendations for
Establishing Contracts,
6,142-144
Contract types
cost plus fixed fee (CPFF), 140
cost reimbursement, 140
definite quantity, 141
firm-fixed-price, 139-140
fixed price, 139
indefinite delivery, 141
indefinite quantity, 141
letter, 141
requirements, 141
Control activity definitions, 31-32
Control deficiencies
Internal Controls Checklist tool to
identify, 5, 47
remediation and action
tracking of, 47
Control self-assessments (CSAs), 315
“Corporate Compliance Principles”
(National Center for
Preventive Law), 203
Corporate credit cards
cardholder agreements in
place for, 45
description and different types
of, 262-263
gross reporting of credit card
receipts, 397-398
Corporate productivity
focuson, 12
the new AP professional
rolein, 12-13
Corporate trade exchange
(CTX), 315
Cost of Goods Sold (COGS), 156

Cost plus fixed fee (CPFF)
contracts, 140
Cost reimbursement contracts, 140
COVID-19 pandemic
impacting today’s business
environment, 412
impact on the food
industry by, 411
measures to recovery from the
disaster of, 414
Cox, Sheila, 89
CPO (chief procurement officer), 81
Credit cards. See Corporate
credit cards
Crisis management strategy, 414
Critical application, 414
Currency of payment, 310
Current State Analysis
Template, 86-87
Current State Analysis tool,
6,86-87
Customer service
to avoid AP “fire drill”
mode, 345-346
Comcast disaster with their, 345
definitions and functions of, 345
introduction to, 343
Customer service metrics
customer service query
analysis, 346
general customer service, 346
supplier master maintenance
issues, 346
Customer service process
illustration of the flow of, 344
metrics of the, 346
standards of internal controls
for, 347-349
Cybercrime (Condé Nast case
study), 123



D
Data
automatic extraction of, 62, 65
confidence rules to manage
quality of, 63
elnvoicing and transferring
unstructured, 61
invoice automation for
extraction of, 242
supplier master process and
accurate, 195
understand what is needed for
analytics, 353
validation of extracted, 68
Data analytics
automated self-audits of, 333
automation of invoice processing
for better, 239
elnvoicing, 67
P-Card management functional
map on, 270, 272
standards of internal control
for, 361-363
transaction reporting and, 71-72
understand what data is
needed for, 353
See also Metrics, analytics,
benchmarking process
Data capture
barcode recognition method of, 64
front-end document and, 62-63,
64, 68, 241-242
imaging and workflow automation
(IWA) solution for, 249
invoice processing of
document, 233
IWA (imaging and workflow
automation) for, 64, 68—69
Data collection
cost considerations of, 358-359
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metrics program and what is
required for, 353
Days Sales Outstanding (DSO), 369
Deductions and payment
automation, 316
Defining the Types of Contracts tool,
6,138-141
Defining Who Benefits from an SCF
Solution tool, 8, 369
Definite quantity contracts, 141
Delaware unclaimed property audit
estimation methods, 373
Delegation of Authority (DoA)
automated approval process
linked to, 14
as critical control activity, 34
establishing policy for, 44
linking approvals to job levels, 14
purchases authorized with
third-party support and, 50
purchases submitted via excel
spreadsheet and, 50
Denied persons list (BIS), 206
Dependencies and Interdependencies
Within the P2P Process
tool, 6, 83-84
Digital Equipment Corporation case
study, 11-12
Direct procurement, 156
Disaster, 414
Disaster recovery, 413, 414
Disclosure controls and procedures
(DC&P) [Sarbanes Oxley
Act], 23, 25
Discounting
decrease DPO to drive early
payment, 59
discounts captured as percentage
of discounts offered, 251
dynamic payables, 15, 19-22



460 = Index

impact of AP automation on, 77
invoice processing best practice
on, 247-248
omitted discounts error, 46
payment automation and
early pay, 316
trade, 15, 19-20
Dispute management
description of, 249
imaging and workflow automation
(IWA) solution for, 249
Documentation
continuous monitoring of supplier
transactions, 118
payment process, 320
P-Card delegation of authority
(DOA) approval, 284
P-Card statement
submission with, 285
purchases submitted AP, 50
sample month-end accounts
payable procedure, 328
Document imaging
back-end imaging and archival,
62,63,66,67-68,71
back-end invoice capture and
archival, 62, 241
front-end document and data
capture, 62—63, 64,
68—-69, 77, 241
ICR (Intelligent Character
Recognition), 64
imaging and workflow automation
(IWA) solution for, 248-249
IWA (imaging and workflow
automation), 64—67,
68—-69, 73-74
OCR (Optical Character
Recognition), 62, 63-64

DPO (Days Payable Outstanding), 59
Dunn and Bradstreet (D&B)
Validation, 45

DUNS number, 209
Duplicate payments

the error of, 46, 53

preventing, 308-312
Duplicate suppliers, 53,93, 115
Dynamic payables discounting, 15

E
eCatalog
catalog procurement model
for, 158-159
definition of, 158
ECM (enterprise content
management), 249
Economic tax nexus, 382—-383, 390
Effectively Managing Your Payment
Process tool, 7, 306
Eight Best Payment Practices tool,
7,313-315
Eight Critical Supplier Master
Practices tool, 6, 128-130
Eight Factors to Consider in the
Supplier Selection Process
tool, 6, 112
EIN (Employee Identification
Number), 113
elnvoicing. See Electronic invoicing/
elnvoicing
Electronic Funds Transfers (EFT)
ACH as the central clearing facility
for all, 303-304
AP department role in, 10
Electronic invoicing/elnvoicing
AP Process Improvement and
Automation Checklist tool
for, 5, 14-15



automated reconciliation of
matching errors, 61
benefits of sending and
receiving, 240
convergence of IWA and,
73-74
definition of, 233-234
networked solutions for, 72—73
non-standard, 61
overview of, 14, 69-72
transferring unstructured
data, 61
web portal solutions for, 72
See also ACH electronic remittance;
AP automation; Invoice
automation
Electronic payment process
ACH electronic remittance, 15, 52,
59-60, 307
bank lockbox integration into, 316
drivers for implementing, 312
duplicate payment errors, 46,
53,308-312
See also Payment automation
Electronic procurement and
ordering
AP trend toward adopting, 55
sales and use taxes, 388-389
steps in the, 152-153
Electronic procurement and
ordering steps
1. purchase requisition, 152
2. requisition approval, 152-153
3. workflow management, 153
4. purchase order delivery, 153
5. receiving and
reconciliation, 153
Emergency checks, 53
Entity list (BIS), 206-207
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Ernest and Young (E&Y), 412
ERP (enterprise resource
planning) system
as AP automation consideration, 57
assigning a reason code and
blocked invoiced report, 253
automating the invoice matching
process in, 236
check limits control by, 318
internal controls programs when
using, 47-51
PeopleSoft HR/Payroll and ESS
systems interface with, 49
providing interfaces to major tax
calculation engines, 388
purchases requisitions automated
as part of the, 157
Sample Internal Controls Program
for Accounts Payable for
Companies Using the SAP ERP
toolon, 5,47-51
SAP Bolt On Process, 49
SAP VIDA check, 49
supplier master file
management, 48—51
See also Accounting software
infrastructure; Technology
ERS (evaluated receipt settlement)
matching, 235
Escheatment
accounting and reconciliation
process, 341
definition of, 371
historic origins of, 371
IRS Revenue Ruling 2018-17 on
IRAs and, 375-376
metrics on number of, 53
open checks/escheatment
error, 46
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trends in unclaimed property
audit and compliance
issues, 372-374
types of unclaimed property
subject to, 375-376
understood by AP
professionals, 365
See also Unclaimed property laws
Escheatment tools
Action Plan for the Holder
of Unclaimed Property,
7,376-377
Basic Procedures for Managing
your Company’s Escheatment
Obligations, 7, 377-379
Unclaimed Property Checklist,
7,379-380
ESS system—SAP ERP interface, 49
Establishing Tolerances tool,
7,237-239
Ethnicity/minority categories, 127
Everest Group, 92
Excluded Parties List Systems (EPLS)
[now SAM], 209
Expenses accounting and
reconciliation process, 329
Experian, 28
Export Administration Regulations
(EAR), 206

F
False Claims Act litigation, 373-374
Federal Agency Registration
(FedReg), 209
Finance and accounting
organizations
description of a, 100
example of organizational
chart, 100

See also AP (accounts payable)
department
Consistent Capitalization of “Close” -
The Financial Close Checklist
for Accounts Payable tool,
7,331-332
Financial close. See Month-end
accrual process
Financial closing calendar, 336
Financial transactions
barter transactions, 385
processed in a timely manner, 51
reflected in general ledger and
GRIR reconciliations, 51
types of, 11
See also Sales and use taxes
Firm-fixed-price contracts,
139-140
5701 Form, 407
Five ACH Controls tool, 7, 307
Five Factors Driving the Automation
of Invoice Processing tool,
7,239-240
Five Recommended BCP Internal
Controls tool, 8, 419-420
Five Steps in an Electronic
Procurement Process tool,
6,152-153
Five Steps To Use When “Fine-
Tuning” Your Supplier Master
tool, 6, 115-117
Fixed asset accounting, 11
Fixed price contracts, 139
Fleet card (or fuel card), 263
Food industry and COVID-19
pandemic, 411
Foreign Account Tax Compliance
Act (FATCA), 112-113,
395-397



Foreign businesses/entities
FATCA on US taxes and, 112-113,
395-397
FCPA on, 45, 204, 209-211
how the IRS finds foreign
suppliers, 407
as ownership classification, 125
W-8 Form for, 112—-113, 120-121,
346,387,397
Foreign Corrupt Practices Act
(FCPA), 45, 204, 209-211
Foreign currency payments,10
Foreign individuals
FATCA on US taxes and,
112-113,395-397
FCPA on, 45, 204, 209-211
how the IRS find foreign
suppliers, 407
1099 Form identifying payee as US
or non-US person, 402—404
W-8BEN Form for, 397
Forms. See IRS Forms
401(k) retirement accounts, 374
403(b) retirement accounts, 374
Four Best Practices to Consider for
the Purchase Requisition
Process tool, 6, 157
Fraud
AFP Payments Fraud and Control
Survey Report (2020), 317
AP (accounts payable) process and
risk of, 25
collusion or conspiracy, 317
Condé Nast Pays a Fraudulent
Supplier case study, 123
correct data in supplier master file
to prevent, 195
external, 317
internal, 317
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preventing payment, 317-318
reports on 2020
statistics of, 26-28
Frequently asked questions
(FAQs), 345
Front-end imaging
description of, 62-63, 64
invoice automation for, 241
IWA solutions for, 68—69
will prevail for P2P
implementation, 77
Full interruption testing, 417

G
General Ledger Related (unclaimed
intangible property), 375
General Motors, 17
Ghost cards, 263
“Go Green” elnvoicing benefit, 59
Goods
charges for goods not received, 46
Cost of Goods Sold (COGS), 156
Goods for Resale, 155-156
Goods Not for Resale, 155
purchase price variance for, 16
See also Services
Gorey, Brent, 315
Governance
Current State Analysis
Template on, 87
P2P organization, 95
P2P Transformation Roadmap
tool on, 88
transforming your P2P
organization, 95
Government contracting
legal guidelines for
entering into, 389
sales and use taxes, 389-390
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GR/IR reconciliation reports, 51
Gross receipts taxes, 384

H
H2R (hire to retire) process, 85
Hewlett Packard (HP), 12
Hispanic Americans, 127
Historically black colleges/
universities (HBCUs), 125
How to Begin Your P2P Automation
Journey tool, 6, 96-97
How to Implement a Successful
Metrics Process tool, 8, 353
HUBZone Small Business
Concerns, 126

I
ICR (Intelligent Character
Recognition), 64, 242
Identifying Your Payee
tool, 403—404
Imaging and workflow automation
(IWA). See IWA (imaging and
workflow automation)
Imaging. See Document imaging
Improving AP process. See AP
process improvement
Inactive suppliers, 48, 93, 115, 130
Indefinite delivery contracts, 141
Indefinite quantity contracts, 141
Independent contractors
FATCA on foreign
entities, 395-396
gross reporting of credit card
receipts by, 397-398
mandatory TIN certification,
395
proposed mandatory
withholding, 394
responding to an IRS
audit, 404-407

TIN matching to validate Tax ID of,
120, 196,211, 393-394
voluntary withholding upon
request of a contractor, 395
See also 1099 Form
Indirect procurement, 155-156
Individual retirement accounts
(IRAs), 374, 375-376
Industry codes, 128
industry/volume benchmarking,
357-358
Information document request (IDR)
[IRS], 406
Innovation and Organizational
Change Management Institute
(IOCMI), 89
Insurance certificates, 120, 127
Intangible property, 386
Intangible unclaimed property, 375
Internal benchmarking, 357
Internal controls
benefits of a payment audit
process, 45-46
business continuity and
recommended, 419—420
Compensating Controls to Mitigate
Risk tool, 5, 38—40
control activities, 31-32
delegation of authority (DoA), 34
establishing common
language for, 42
financial closing standards
of internal controls
and, 334-341
introduction to, 28
leveraging technology for, 42—43
metrics on number of
issues with, 53
payment process, 312-313
Quarterly Controls Self-Assessment
Questionnaire on, 424425



Sarbanes Oxley Act (2002)
requiring annual review
of, 23, 24

segregation of duties (SoD), 5, 32,
33,34-35

system access, 33—-34

See also Risks

Internal controls standards

accounting, reconciliation,
self-audits, internal controls
and, 334-341

benchmarking process, 361-363

contract management
process, 147-150

customer service, 347-349

introduction to, 28-29

invoice processing, 254-259

payment process, 319-324

P-Card process, 284-288

procurement and ordering
process, 163-177

receiving process, 184—192

reporting, analytics,
and benchmarking
process, 361-363

supplier master file, 218-229

supplier master file process
generic standards, 48—-51

supplier selection and
management, 131-134

T&E (travel and entertainment)
process, 297-301

Internal controls tools

Internal Controls Checklist,
5,47

Mitigating Risk with Internal
Controls, 5, 35-38

Sample Internal Controls
Program for Accounts
Payable for Companies Using
the SAP ERP, 5,47-51
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The Top Twenty Controls for the
AP Process, 5, 43-45
Types of Internal
Controls, 5,29-31
Your Roadmap for Implementing
an Internal Controls
Program, 5, 40—46
Internal control types
compensating, 29
corrective, 29
detective, 29
management review controls
(MRCs), 30
manual reconciliation, 29
organizational, 30
policy, 30
preventive, 31
procedure, 31
supervisory, 31
system, 31
“Internal Control — Integrated
Framework” report
(COS0, 1992), 28
Inventories
receiving process, 179-184
standards of internal controls
on, 184-192
See also Warehousing
management system (WMS)
Invoice approval
automated process for, 14
number of manual, 52
payment problems due
to, 251, 252
Invoice automation
back-end document capture and
archival, 241
combining elnvoicing with
imaging and workflow
automation, 243-244
data extraction, 242
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five factors driving, 7, 239-240
front-end capture with matching
and workflow, 242-243
front-end document and data
capture, 241-242
of matching process, 236
See also AP automation; Electronic
invoicing/elnvoicing
Invoice coding errors, 310-311
Invoice documents
content management of, 234
data capture of the, 233
paper invoice receipt of, 233
Invoice matching
automating the process
of, 236-240
ERS (evaluated receipt
settlement), 235
four-way verification, 236
introduction to, 234-235
three-way verification, 235-236
Invoice problems
the top 25 reasons for, 251-252
tracking and addressing, 253
20 metrics to track P2P
transformation
process, 253-254
Invoice process
discrepancies, 251, 252
Invoice processing
defining the components
of, 233-234
electronic invoicing/elnvoicing, 5,
14-15, 69-74, 239-244
illustration of the flow of, 232
internal controls standards
for, 254-259
introduction to, 231
the matching process, 234-239

preventing duplicate payments
during, 310-311
reporting and analysis
metrics, 234
Invoice processing best practices
approval workflow, 245-246
discount management,
247-248
invoice receipt, 244245
invoice validation, 245
payment processing, 248
supplier management, 246-247
Invoice receipt best
practice, 244-245
Invoices/invoicing
AP automation functionality to
support, 58
AP’srole in continuous
monitoring of, 118-119
automated ACH remittance advice
on, 15,52, 59-60
automated PO requisition process
matching PO and the, 14
electronic invoicing/elnvoicing,
5,14-15, 69-74, 239-244
paid upon validation with
goods received and
purchase order, 49
spending stratification analysis, 16
supplier portal
accommodating, 15, 60
VIDA duplicate check on, 49
Invoice tolerances
amount-based, 238-239
description and function
of, 237
quantity-based, 237-238
Invoice validation
best practice for, 245



invoice paid upon goods received
and purchase order, 49
Invoicing tools
Establishing Tolerances,
7,237-239
Five Factors Driving the
Automation of Invoice
Processing, 7, 239-240
The Most Common Forms
of Invoice Automation,
7,241-244
Nine Performance Indicators
for Invoice Processing,
7,249-251
Six Best Practices for Invoice
Processing, 7, 244-248
Three Components of Imaging
and Workflow, 7, 248-249
The 25 Top Reasons for Problem
Invoices, 7, 251-254
IRS audits
avoiding an, 408-409
how IRS finds and sorts
payments, 407—408
how IRS finds foreign
suppliers, 407
identifying scope of the,
405-406
information document request
(IDR), 406
pointers on handling your, 408
process steps, 407
responding to an, 404
IRS Forms
5701 Form, 407
945/945-A, 404, 406
1042, 404, 406
1042-S Form, 113, 395, 401,
402, 403, 406
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W-8BEN Form, 397
W-8 Form, 112-113, 120-121,
346,387,397,403, 406
W-9 Form, 45, 112-113,
120-121, 346, 395,
403, 406
See also 1099 Form
IRS (Internal Revenue Services)
Compliance Checklist and Year-
End Review tool, 7, 409-410
Foreign Account Tax Compliance
Act (FATCA), 112-113
how they find and sort
payments, 407—-408
how they find foreign
suppliers, 407
performing TIN matching with,
45,113,120,211-214
Revenue Procedure 97-22
“Electronic Storage System for
Books and Records,” 406
Revenue Procedure 98-25 “Record
Maintenance in Electronic
systems,” 406
Revenue Ruling 2018-17
on escheatment of
IRAs, 375-376
TIN matching to verify
Tax ID of business or
individual, 393-394
See also Taxation
Issuers (P-Card), 266
ITINs (Individual Taxpayer
Identification Numbers),
113
IWA (imaging and workflow
automation)
back-end document capture and
archival use of, 67-68
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convergence of electronic

invoicing and, 73-74
description and functions of], 64
front-end document and

data capture use of,

64, 68-69
solutions and benefits of, 64—69

IWA solutions

content management, 65
document and data capture, 65
enhanced visibility and

control, 66
imaging, workflow, or both, 67
invoice receipt functionality, 64
lower costs, 66
processing efficiency, 66
regulatory compliance, 66
reporting and analysis, 67
supplier portal, 65
workflow management, 65

K
Kelmar Associates, 373
Kroll, 27

L
Labeling
adhere to rigid policies
for, 181-182
receiving best practice of good,
181
use industry standard for, 181
well-labeled warehouse, 181
Large business concern, 125
Letter contracts, 141
LGBT-owned businesses,
120, 123-127
Limited Liability Companies
(LLCs), 394

M
Madden, Scott, 95
Management review controls
(MRCs), 30
Managing Change tool, 6, 89-90
Managing the Supplier Master File
tool, 6, 130, 130-134
Manual checks. See Checks
MasterCard, 60
“MasterCard Corporate Purchasing
Card Best Practices
Guide,” 269
Matching
AP automated reconciliation of
errors in, 61
as control activity, 31
description of process, 234
invoice, 234-239
PO (purchase order), 14, 31, 50,
159-160, 234
TIN, 45,110,113,120,211-214
Merchant acquirers (P-Card), 266
Merchant Category Code (MCC),
261,271,272
Metrics
accountability ensured by
procurement with P2P, 253
customer service, 346
defining the, 353
How to Implement a Successful
Metrics Process tool, 8, 353
illustration on the flow of
analytics, benchmarking,
and, 352
invoice reporting and
analysis, 234
pitfalls in benchmarking and, 360
receiving process, 184
sharing the results of your, 353



20 metrics to track P2P
transformation
process, 253-254
used to drive improvements and
efficiency, 351
See also Data analytics;
Performance measures
Metrics, analytics, benchmarking
process
benchmarking component of
the, 354-361
establishing the basics for
implementing successful,
353
getting buy-in from senior
management and
employees, 353
how benchmarking results affect
metrics, 359-360
illustration of the flow of, 359
standards of internal control
for, 361-363
See also Data analytics
Metrics tools
How to Implement a Successful
Metrics Process, 8, 353
Metrics to Drive Process
Improvements tool,
5,52-53
P2P Transformation Metrics
tool, 6, 90-92
Minority/ethnicity categories, 127
Minority Institutions (MIs), 125
Minority-owned or minority
business enterprise
(MBE), 120, 125
Miscalculations payment error, 46
Mitigating Risk with Internal
Controls tool, 5, 35-38
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Monitoring
as AP improvement
component, 42
AP self-audit tools in CCM
environment, 312, 332-333
developing procedures for, 41, 42
as internal controls program
component, 41
P-Card management functional
map on, 270, 272
Month-end accrual process
accrued expenses, 329
AP role in month-end, 325
The Financial Close Checklist
for Accounts Payable tool,
7,331-332
four best practices for, 330-331
manual checks, 329
recording and payment, 328-329
roles and responsibilities
during the, 326
standards of internal controls
for, 334-341
The Most Common Forms of Invoice
Automation tool, 7, 241-244
MRO (maintenance or repair and
operations), 265

N

NAPCP (Professional Association
for the Commercial Card and
Payment Industry), 265

National Center for Preventive
Law’s “corporate Compliance
Principles,” 203

National Taxpayer Advocate, 395

Native Americans, 127

Native Hawaiian Corporation-
Owned Concern (NHOs), 126
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Neglected allowances, rebates, and
returns error, 46
Negotiating payment terms, 20-22
Networks (P-Card), 266
The New AP Toolkit
AP Tools index, 5-8
description of the, 3
organization of the, 3—4
New York’s Commission-Agreement
Provision (2008), 390
Nexus
“Amazon” laws on click-through
“economic,” 390
amnesty and voluntary disclosure
of the, 391
definition of, 386-388
Quill Corporation v. North
Dakota, 387
Wayfair decision on
“economic,” 382-383
9/11, 205
945/945-A Form, 404, 406
Nine Performance Indicators for
Invoice Processing tool,
7,249-251
Non-profit organizations, 125
Non-standard invoicing, 61
North American Industry
Classification System
(NAICS), 128

(0]

02C (order to cash) process, 85

OCM (organizational change
management), 89

OCR (Optical Character Recognition),
62, 63-64, 242

OFAC (Office of Foreign Asset
Control), 45, 114,
204, 205-206

OFAC (Specially Designated
Nationals) list, 205-206
OFAC Specially Designated Nationals
Update Service, 206

Off-cycle checks, 53

Office of Foreign Assets Control
(OFAC), 45, 114,
204, 205-206

Office of Inspector General (OIG), 45,
204, 207-208

Omitted discounts error, 46

Onboarding suppliers, 109-110,
247,251

One Card, 262-263

One-for-one checking, 32

One-time receiving metric, 184

Online Representations and
Certifications Application, 209

Open checks/escheatment error, 46

Oracle, 237

Organizational controls, 30

Organizational culture and T&E
policy, 292

Other Recommendations for P2P
Transformation tool, 6, 88—89

Overpayment errors, 46

Overstock.com, 390

Ownership classifications, 125-127

P
P2P implementation
advanced OCR as catalyst for
adoption, 76
building a supplier management
process, 94
considerations for your, 74-75
Current State Analysis
tool, 6, 86—-87
developing the business
case for, 75



front-end solutions will prevail, 77

How to Begin Your P2P
Automation Journey
tool, 6,96-97

imaging and workflow
solutions/Web invoicing
cross-pollinate, 77

Managing Change tool,
6, 89-90

Other Recommendations for P2P
Transformation tool, 6, 88—89

P2P Transformation Roadmap
tool, 6, 88

SaaS option vs.
outsourcing, 75-76

Streamlining Your P2P Process
Without Automation
tool, 6, 92-94

visioning and transformation
roadmap for, 87-89

P2P organizations

suggested implementation
times for, 95

transforming your, 94-95

P2P (procure to pay) process

AP department role in, 11

best practices to improve, 17

definition of, 81

dependency category of, 84

emergence and corporate
impact of, 79

focus on improving, 13

functionality considerations of
adopting, 57-58

holistic management
framework for, 92

illustration of flow of the, 82

implementing your, 74-75

interdependency category of, 84

other factors to consider, 84
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starts with supplier selection and
management, 107-134
two key drivers for trend
toward, 85
P2P professionals
Everest Group recommendations
for structured approach by, 92
many roles and
responsibilities of, 81
P2P tools
Current State Analysis, 6, 86—-87
Dependencies and
Interdependencies Within the
P2p Process, 6, 83—84
How to Begin Your
P2P Automation
Journey, 6,96-97
Managing Change, 6, 89-90
Other Recommendations for P2P
Transformation, 6, 88—89
P2P Transformation
Metrics, 6, 90-92
P2P Transformation
Roadmap, 6, 88
Streamlining Your P2P
Process Without
Automation, 6, 92-94
P2P Transformation Metrics
tool, 6, 90-92
P2P Transformation Roadmap
tool, 6, 88
Paper invoice receipt, 233
Parallel testing, 417
Pareto principle (80/20), 16
Payable period. See Average
payable period
Payee Positive Pay, 318, 323
Payment automation
eight benefits of, 316
functions of, 315
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obstacles to, 315

See also Electronic payment
process

Payment errors

duplicate, 46, 53, 308-312

paid in wrong currency, 310

payment audit process to
catch, 45-46

as percentage of total
payments, 251

types of possible, 46

Payment process

automating the, 315-316

definitions related to the, 303-304

drivers for implementing
electronic, 312

effective management of the, 306

eight best payment
practices, 313-315

five ACH controls of the, 307

illustration of the flow of, 305

introduction to the, 303

key internal controls for
the, 312-313

preventing duplicate
payments, 308—312

preventing payments
fraud, 317-318

standards of internal control
for, 319-324

Payments

accounting and
reconciliation process for
recording, 328-329

AP automation functionality to
support, 58

AP’srole in continuous
monitoring of, 118-119

definition of, 303

invoice processing best
practice for, 248
to not exceed the authorized
amount, 50
paid upon validation with goods
received and PO, 49
P-Card management functional
map on managing, 270, 271
percentage paid by check, 52
percent of recurring, 52
three-way match fails and
blocked, 50
using metrics to improve
process of, 52-53
Payment terms
dynamic discounting, 15, 21-22
negotiating, 20-21
Payment tools
Effectively Managing Your
Payment Process, 7, 306
Eight Best Payment Practices,
7,313-315
Five ACH Controls, 7, 307
Preventing Duplicate Payments,
7,308-313
P-Card cardholder
administration, 270
The P-Card Holder Agreement
Template, 7, 276-277
The P-Card Holder Agreement tool,
7,276-277
P-Card management functional map
description of, 270
six components of the, 270-272
P-Card process
definitions related to the, 266
illustration of the flow of, 264
insights on the, 265
introduction to the, 261



MasterCard’s recommended best
practices on, 269
preventing duplicate payments
during, 311
standards of internal
controls, 284-288
targeted audits, 269, 286
P-Card Program Best Practices
tool, 7, 269
P-Card Program Implementation
Best Practices tool,
7,275-276
P-Card programs
eight success factors for a
good, 272-273
functional map for a, 270-272
how to grow your, 274
MasterCard’s recommended best
practices of, 269
Merchant Category Code (MCC),
261,271,272
sales and use taxes, 388-389

P-Cards

AP department issuance and
management of, 10

cardholder agreements in
place for, 45

consider making
payments with, 52

corporate credit card or travel card
types of, 45, 262-263

definition of, 304

drivers for and benefits
of, 266-269

Form 1099 reporting responsibility
for, 401-402

issuing, 273-274

for MRO (maintenance or repair
and operations), 265
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purchases made with, 273
rebates, 268269, 274
spending stratification analysis
indicating move to, 16
The P-Card Scorecard tool,
7,278-284
P-Card tools
The P-Card Holder Agreement,
7,276-277
P-Card Program Best
Practices, 7, 269
P-Card Program Implementation
Best Practices, 7, 275-276
The P-Card Scorecard,
7,278-284
PeopleSoft, 49
Performance Horizons, 89
Performance measures
invoice processing, 249-251
P2P Transformation Roadmap
tool on, 88
transforming your P2P
organization, 95
See also Metrics
Petty cash management, 10
Policy controls, 30
PO matching
automated PO requisition process
for invoice and, 14
invoicing workflow and, 234
matching control activity, 31
order management and,
159-160
three-way match fails and blocked
payments, 50
POSCI, 89
Positive Pay, 317-318, 323
Positive payee warning, 314, 323
Positive pay warning, 314
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POs (purchase orders)
AP automation functionality to
support ePurchasing, 58
AP automation functionality to
support PO matching, 58
automated PO requisition
process, 14
bid/proposal system for, 161
invoices paid upon validation with
goods received and, 49
order management and, 159-162
payment problems due
to, 251, 252
responsibility for managing and
tracking, 160-161
See also Procurement/purchasing
Post No Checks Block, 307
Preferred supplier lists, 16
Pre-recorded input, 32
Preventing Duplicate Payments tool,
7,308-313
Preventive controls, 31
Prices/pricing
payment problems due to quantity
and, 251, 252
purchase price variance for goods
and services, 16
supplier’s pricing mistakes, 46
PricewaterhouseCoopers, 368
Proactive payment audits, 248
Problem invoices. See
Invoice problems
Procedure controls, 31
Processors (P-Card), 266
Procurement and ordering process
catalog procurement
model, 158-159
contract management role in
the, 155-156

electronic, 55, 152-153

illustration of the flow
of the, 154

order management and PO
matching, 159-162

as part of the P2P process,
82-84, 8687

standards of internal control
for, 163-177

steps in the, 151-152

transaction taxes and, 387-388

Procurement and ordering tools

Five Steps in an Electronic
Procurement Process,
6,152-153

Four Best Practices to Consider
for the Purchase Requisition
Process, 6,157

Procurement Spend
Analysis, 5,16

Procurement department

chief procurement officer (CPO)
over the, 81

establish supplier qualification
process responsibility of, 110

fine-tune your supplier master
responsibility of, 114-116

Procurement Spend Analysis
tool for, 16

purchase requisition issued by
the, 156-159

RFP and RFI
responsibilities of, 111

SLAS (service level agreement)
responsibility of,
103-104, 118

utilize objective supplier evaluation
and selection process
responsibility of, 112



Procurement/purchasing
alignment between AP
and, 105-106
AP automation functionality to
support, 58, 96-97
authorized in accordance
with DoA and third-party
support, 50
bid/proposal purchase order
system for, 161
challenges of combining AP
functions with, 87
definition of, 151
direct, 156
goals and focus of, 95
indirect, 155-156
need for improvements in, 105
P-Card purchases, 273
strategic sourcing best practice
for, 17,94
streamlining supplier master file
for AP and, 92-94
submitted via excel spreadsheet in
accordance with DoA, 50
supplier management process to
team AP and, 94
See also POs (purchase orders);
Reports/reporting
Procurement Spend Analysis
tool, 5,16
Procurement—AP alignment
description and benefits of,
82-84, 8687
need for, 105-106
Programmed edit checks, 32
Project management (Internal
Controls Checklist tool), 5, 47
Property
intangible, 386
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real, 386
tangible personal, 386
Property taxes, 330
PTINs (Preparer Taxpayer
Identification Numbers), 113
Punchout catalogs, 159
Purchase requisitions
description and function of, 156
Four Best Practices to Consider
for the Purchase Requisition
Process tool, 157
Purchasing. See Procurement/
purchasing

0
Qualification of suppliers, 109, 110
Qualified HUBZone Small Business
Concerns, 126
Quantity
definite quantity contracts on, 141
indefinite quantity
contracts on, 141
payment problems due to pricing
and, 251, 252
quantity-based invoice
tolerances, 237-238
Quarterly Controls Self-Assessment
Questionnaire, 423425
Quarterly spend analysis, 16
Quill Corporation v. North
Dakota, 387

R

R2R (record to receipt) process,
description of, 85

R-A-C-I matrix (service-level
agreement, SLA), 104, 146

Radio frequency (RF) terminals, 183

Real property, 386
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Rebates
error of neglected, 46
P-Card, 268-269, 274
Receiving best practices
automating the process, 183
implement supplier scorecard and
quality assurance, 183
labeling, 181-182
supplier compliance
standards, 182
Receiving process
best practices for the warehousing
process of, 181-183
illustration of the flow of, 180
improving physical layout of
the, 183-184
introduction to the, 179
metrics of the, 184
standards of internal controls
for, 184-192
See also Shipments
Red Flags for the T&E Process tool,
7,293-297
Remediation
of control deficiencies, 47
Remediation Plan
Self-Assessment, 425
Remittance
ACH electronic, 15, 52, 59-60
consolidating multiple
addresses, 93,116
Reports/reporting
accounting and reconciliation,
327,328,329,332, 334,
335,337,338, 339, 340, 341
AP department expense, 9, 58
as AP improvement
component, 42, 194
communication status, 47

contracts and SLAs (service-
level agreements), 137,
144, 149, 150

customer service, 344,
347,348, 349

developing procedures for, 41, 42

duplicate payments, 49

elnvoicing and invoice processing,
59,66, 67,69, 70

FATCA compliance, 112-113,
209-210, 211

of finance and accounting
organization to corporate
controller, 100

on fraud and fraud statistics,
26-28,123,317,319, 320,
321,322,323

How to Implement a Successful
Metrics Process tool for, 7, 353

as internal controls program
component, 41

“Internal Control — Integrated
Framework” report (1992) on
internal controls, 28

invoice problems, 253, 254

invoice processing, 232, 234, 239,
243, 256,257,259

MRCs as crucial to process of
financial, 30

P2P, 15-16, 82, 86,
90-92,97,272

payment, 305, 308,
313,314,316

P-Card, 262, 263, 264, 268, 269,
270,272,275, 280, 285, 287

review of system reports, 39

Sarbanes Oxley Act (2002)
objectives for problem
prevention and, 23-25



shared services, 102, 103
supplier master process, 200, 201
supplier selection and
management, 108,
120, 128, 149
transaction analytics and, 71-72
travel & entertainment (T&E), 290,
294, 295,296-297, 298,
299, 300, 301
workflow, 333
See also Accounting and
reconciliation process; Audits;
Procurement/purchasing;
TIN matching
Required minimum distributions
(RMD) [retirement
accounts], 374
Requirements contracts, 141
Restricted access control activity, 32
Retailer (or supplier) use
taxes, 384-385
Retirement accounts, 374, 375-376
Returns (neglected), 46
RFI (request for information), 111
RFP (request for proposal), 111
“Right to audit” clauses, 150
Risks
assessing company, 415
business continuity planning
(BCPs) to manage,
411-421
establishing common
language for, 42
of fraud, 25-28, 123,
195,317-318
leveraging technology to
control, 42—43
payment errors, 4546, 53,
251,308-312
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security measures to control
check-related, 307, 314-315,
318,321
See also Internal controls
A Roadmap for Developing Your BCP
tool, 8,418-419
Roles
P2P Transformation Roadmap
tool on, 88
transforming your P2P
organization, 95
RPA (robotic process
automation), 60-61

S
S2C (source to contract) process, 85
SaaS (software-as-a-service) model
automation of invoice processing
under the, 239
description and function of, 72
outsourcing vs., 75-76
Sales agreement with non-
compliance, 46
Sales and use Taxes
“Amazon” laws on “economic
nexus,” 390
amnesty and voluntary
disclosure, 391
AP department role in, 9-10
definition of “use” for
purpose of, 385
definitions by
jurisdiction, 383-386
government contracting,
389-390
history and revenue collected from
sales tax, 381-382
nexus and taxing jurisdiction,
382-383,386-387
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P-Cards and
e-procurement, 388—-389
procurement processes and
transaction taxes, 38 7-388
Quill Corporation v. North Dakota
decision on, 387
Streamlined Sales and Use Tax
Project (1999), 390
understood by AP
professionals, 365
validation of, 388
Wayfair decision on “economic
nexus,” 382-383
See also Financial transactions
Sample Internal Controls Program
for Accounts Payable for
Companies Using the SAP ERP
tool, 5,47-51
SAM (System for Award
Management), 209
SAP Bolt On Process, 49
SAP ERP. See ERP (enterprise
resource planning) system
SAP VIDA check, 49
Sarbanes Oxley Act (2002)
corporate workloads increased
by the, 45
description and objectives
of the, 23
Section 302 on management’s
responsibilities, 23, 25
Section 404 on internal controls
and financial reporting, 23, 24
SBA-8(a) Small Disadvantaged
Business Concerns (SDB), 126
SBA-certified small disadvantaged
business concerns (SDB), 125
SDB certification (System for Award
Management), 125,126

SDNss (Specially Designated
Nationals), 114
Section 302 (Sarbanes Oxley Act of
2002), 23, 25
Section 404 (Sarbanes Oxley Act of
2002), 23, 24
Secure Act, 374
Securities Acts (1933, 1934), 209
Securities Exchange Act, 210
Securities Exchange
Commission, 210
Securities Related Property
(unclaimed intangible
property), 375
Segregation of duties (SoD)
benefits of, 34-35
The Benefits of Segregation
of Duties (SOD) Controls
tool, 5, 34-35
categories of, 35
establishing policy for, 44
internal control activity of, 32, 33
payment process, 319
P-Cards administration, 287
Self-assessing
AP (accounts payable)
process, 15
Quarterly Controls Self-Assessment
Questionnaire, 423425
Self-audits
automated, 333
CCM environment supporting by
self-audit software, 312
standards of internal controls
for, 334-341
standards of internal controls for
accounting reconciliation
and, 334-341
tools for, 312, 332-333



Self-certified small disadvantaged
business concern (SDB), 126
Seller SCF benefits, 369
Sequence checking control
activity, 31
Service-Disabled Veteran-Owned
Small Business Concerns
(SDVOSB), 123,127
Service-disabled veterans
(SDVs), 126
Services
charges for goods not received, 46
definition for purpose of sales and
use taxes, 386
purchase price variance for, 16
See also Goods
Shared Service and Outsourcing
Network (SSON), 103-104
Shared services
of the AP process, 102-104
organizational chart for, 103
SLA (service level agreement) and,
103-104, 118
Shipments
labeling issues, 181-182
problem invoices due to issues
with, 251, 252
See also Receiving process
Simulation testing, 417
Single-use cards, 263
Six BCP Best Practices tool, 8, 417
Six Best Practices for Invoice
Processing tool, 7, 244-248
SLA (service-level agreement)
description of the, 103-104, 144
internal control standards for, 149
performance components of a, 145
procurement department
responsibility for the, 118
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R-A-C-I matrix of, 104, 146
things to consider when
developing program, 146
types of, 145
Small Business Administration
(SBA), 123
Small business concern, 123, 125
Social Security Administration, 113
Social security numbers, 113
Sourcing contract compliance, 16
Specially Designated Nationals (SND)
list [OFAC], 205-206
Specially Designated Nationals
Update Service (OFAC), 206
Spending stratification analysis, 16
SpendMatters, 105
Standards of internal controls. See
Internal controls standards
Staples, 268
“State of Travel and Entertainment
Expense Management Guide
for 2014” report (Aberdeen
Group), 289
Strategic sourcing
description and functions
of, 17,116
steps in process of, 17,117
Strategic sourcing directors, 81
Strategic sourcing strategy, 94
Streamlined Sales and Use Tax
Project (1999), 390
Streamlining Your P2P Process
Without Automation
tool, 6,92-94
Subcontinent Asian Americans, 127
Supervisory controls, 31
Supplier claims management, 333
Supplier diversity programs
description of, 120, 123-124
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examples of best practices for, 124
Supplier Diversity tool, 124-127
Supplier Diversity tool, 6, 124-127
Supplier management lifecycle
description of the, 94
P-Card management functional
map on, 270-271
six phases of the, 107, 109
See also Supplier selection and
management
Supplier management lifecycle
best practices
1. establish supplier qualification
process, 110
2. request for proposal (RFP)
and request for information
(RFI), 111
3. utilize an objective supplier
evalution and selection
process, 112
4. obtain W-9 Form and/or Form
W-8,112-113,120-121
5. perform TIN matching,
45,113,120
6. Perform Initial Compliance
Screening, 114
7. Perform Ongoing Compliance
Screening, 114
8. Fine-Tune Your Supplier
Master, 114-116
9. Establish Supplier and
Service-Level Agreement
Reviews, 118
Supplier management
lifecycle phases
1. qualification, 109, 110
2. sourcing, 109
3. onboarding, 109-110, 247, 251

4. doing business, 109, 110
5. managing
performance, 109, 110
6. probation or exit, 109, 110
Supplier management lifecycle tools
Eight Critical Supplier Master
Practices, 6, 128-130
Eight Factors to Consider in
the Supplier Selection
Process, 6, 112
Five Steps To Use When “Fine-
Tuning” Your Supplier Master,
6,115-117
Managing the Supplier Master File,
6,130-134
Supplier Diversity, 6, 124-127
The Top Ten Best Practices in
the Supplier Management
Lifecycle, 6, 109—
114,118-124
Supplier Master Coding Standards
tool, 214-217
Supplier Master File Process Best
Practices tool, 7, 196-199
Supplier master files
coding standards, 214-217
generic standards for
managing, 48-51
internal control standards
for, 218-229
maintaining secure access to, 48
making accurate changes to, 48
pursue a strategic sourcing
strategy, 94
streamlining your, 92-94
updates to employee suppliers, 49
VIDA duplicate check, 49
Supplier master process



best practices for, 196-199
cleansing process, 201
compliance for specific
industries, 204-211
customer service on maintenance
issues of, 346
four steps to streamlined,
201-203
illustration of the flow of the, 200
importance of accurate data
in the, 195
minimum requirements for
compliance, 204
preventing duplicate payments
during, 309-310
problem invoices due to issues
with, 251, 252
screening best practices, 203-204
TIN matching as part of the,
110,113,120
Supplier master tools
Eight Critical Supplier Master
Practices, 6, 128-130
Managing the Supplier Master
File, 6, 130
Supplier Master Coding
Standards, 214-217
Supplier Master File Process Best
Practices, 7, 196-199
Supplier master tune-ups, 114-116
Supplier (or retailer) use
taxes, 384385
Supplier portals
accommodating invoicing, 15
benefits of using, 15
description and common
functions of, 60
electronic invoicing through, 72
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Supplier quality control metric, 184
Supplier rationalization, 16
Supplier receiving process
automating with RF terminals and
systems, 183
compliance standards for, 182
implement scorecard and quality
assurance, 183, 184
Suppliers
accounts payable self-assessment
process, 15
coding standards for, 214-217
consolidating multiple remittance
addresses, 93
duplicate, 53,93, 115
dynamic payables discounting
to, 15,19-22
foreign, 45, 112-113, 204,
209-211, 395-397, 397,
402-404, 407
identifying leverage with
existing, 16
inactive, 48,93, 115, 130
preferred supplier list, 16
pricing mistakes by the, 46
problem invoices due to issues
with, 251, 252
punchout catalogs
maintained by, 159
qualification of, 109, 110
quarterly spend analysis, 16
rationalization of, 16
utilize good labeling by your, 181
“Supplier scrub” process,
120,121-122
Supplier selection and management
description of, 94
illustration of process flow of, 108
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the P2P process starts
with the, 107
standards of internal control
for, 131-134
See also Supplier
management lifecycle
Supplier validation
address of supplier, 48
control activity for, 32
nine components considered
during, 120-128
the process for, 45
Supplier validation components
ACH account validation, 120, 122
insurance certificates, 120, 127
supplier diversity program,
120, 123-127
“supplier scrub” process,
120,121-122
supplier spend analytics, 120, 122
TIN matching, 45, 113, 120
W-8 and W-9 documents, 45,
112-113,120-121
Supplier website validation, 45
Supply Chain Financing (SCF)
Defining Who Benefits from an SCF
Solution tool, 7, 369
definition and functions
of, 368-369
how to implement, 369-370
introduction to, 367
understood by AP
professionals, 365
unlocking supply chain
value, 368
Supporting documentation. See
Documentation
System for Award Management
(SAM) [formerly EPLS], 209
System-generated controls, 31

Systems access
restrictions, 32, 33-34

T
Tangible personal property, 386
Tangible unclaimed property, 375
Task interdependence/dependencies
(P2P process), 83—84
Taxation
accounting and reconciliation
process for property and
business, 330
Compliance Checklist and Year-
End Review tool, 7, 409-410
ERP systems providing interfaces
to calculate, 388
Foreign Account Tax Compliance
Act (FATCA), 112-113
problem invoices due to tax
calculation errors, 251, 252
property, 330
sales and use Tax, 9-10,
365,381-391
1099 tax form, 113, 120, 211
W-8 Form, 112-113,
120-121, 346
W-9 Form, 45, 112-113,
120-121, 346
See also IRS (Internal
Revenue Services)
Technology
cloud computing, 415-416
leveraging to control risks, 42—43
platform provider SCF
benefits, 369
See also ERP (enterprise resource
planning) system
Templates
Current State Analysis
Template, 86-87, 87



The P-Card Holder Agreement
Template, 276277
1042 Form, 404, 406
1042-SForm, 113, 395, 401,
402,403, 406
1099-A Form, 393
1099-B Form, 199, 212, 393
1099-CAP Form, 393
1099-CForm, 393
1099-DIV Form, 199, 212, 393
1099 Form
FATCA requirements for,
113, 395-396
identifying payee as US or non-US
person, 402—404
increased penalties of, 398—400
mandatory TIN certification, 395
proposed mandatory
withholding, 394
required for each payee, 113
responsibility for P-Cards reporting
of, 401-402
TIN matching ensures accuracy of,
120, 196, 211, 393-394
understood by AP
professionals, 365
voluntary withholding upon
request of a contractor, 395
See also Independent
contractors; IRS Forms
1099-G Form, 393
1099-H Form, 394
1099-INT Form, 199, 212, 394
1099-K Form, 199, 212, 394,
397-398, 402
1099-LTC Form, 394
1099-MISC Form, 113, 199, 212,
394, 395, 402
1099-NEC Form, 394
1099-0ID Form, 199, 212, 394

Index = 483

1099-PATR Form, 199, 212, 394
1099-Q Form, 394
1099-R Form, 394
1099-SA Form, 394
Ten Recommendations for
Establishing Contracts tool,
6,142-144
T&E red flags
1. out-of-policy spending, 294
2. no cost standards, 294-295
3. use of personal credit cards, 295
4. under-the-radar
spending, 295-296
5. cancelled trips, 296
6. late expense reports, 296297
Testing
Business Continuity Plan
(BCP), 417
FCPA compliance
programon, 211
T&E (travel and entertainment)
AP department role in, 11
illustration of the flow of, 290
introduction to the, 289
six elements of a policy
for, 292-293
travel cards issued for, 262
T&E (travel and
entertainment) process
insights into the, 291
Red Flags for the T&E Process
tool, 293-297
standards of internal control
during, 297-301
Three Components of Imaging and
Workflow tool, 7, 248-249
Three-way match fails, 50
TIN matching
AP department
responsibility for, 113
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description and function
of, 211-212
eServices registration information
needed, 212-213
performing interactive sessions
and bulk uploading, 213-214
as supplier management lifecycle
best practice, 110, 113
as supplier master file management
best practice, 120
1099 filers and, 120, 196,
211,393-394
validating suppliers by, 45
See also Reports/reporting
The Top Ten Best Practices in the
Supplier Management Lifecycle
tool, 6, 109-114, 118-124
The Top Twenty Controls for the AP
Process tool, 5,43-46
Trade discounts, 15, 19-22
Transparency
as AP improvement
component, 42
developing procedures for, 41, 42
as internal controls program
component, 41
Travel cards, 262
Trial balance report, 334
Tufts University, 157
The 25 Top Reasons for Problem
Invoices tool, 7, 251-254
Types of Internal Controls
tool, 5,29-31

U
Unclaimed property
action plan for holder of, 376-377
basic procedures for escheatment
obligations, 377-379
common types of, 375-376

Unclaimed Property Checklist
tool for, 7, 379-380
Unclaimed property laws
impact of changes for retirement
accounts, 374, 375-376
rapidly evolving state, 373
three objectives of, 374
trends in unclaimed property
audit and compliance
issues, 372-374
Uniform Unclaimed Property Act
(2016),372,373
Uniform Unclaimed Property Acts
(1981, 1995),372
See also Escheatment
Unclaimed property tools
Action Plan for the Holder
of Unclaimed Property,
7,376-377
Basic Procedures for Managing
your Company's Escheatment
Obligations, 7, 377-379
Unclaimed Property Checklist,
7,379-380
Uniform Act §10(b) [1995], 374
Uniform Law Commission (ULC), 372
Uniform Unclaimed Property Act
(2016),372,373
Uniform Unclaimed Property Acts
(1981, 1995),372
Units received metric, 184
Unverified list (BIS), 207
Use taxes. See Sales and Use Taxes
US Securities and Exchange
Commission (SEC), 128

\Y

Validity/validation
of address of supplier, 48
control activity of, 32



of extracted data, 68
FCPA compliance program best
practices for, 211
invoice four-way verification
matching, 236
invoices paid upon validation with
goods received and PO, 49
invoice three-way verification
matching, 235-236
nine components of
supplier, 120-128
Positive Pay and Positive Payee,
317-318, 323
process for validating
suppliers, 45
sales and use taxes, 388
Veteran-Owned Small Business
Concerns (VOSB), 123,127
Veterans (V), 126
VIDA duplicate check, 49
Virtual cards, 263
Vital business assessment, 414

W
W-8BEN Form, 397
W-8 Form, 112-113, 120-121,
346, 387,397,403, 406
W-9 Form, 45, 112-113, 120-121,
346, 395,403, 406
Walkthrough testing, 417
Warehousing management
system (WMS)
automating with RF
terminals, 183
best practices for, 181-183
improving physical layout of
receiving, 183-184
standards of internal controls for
receiving and, 184-192
See also Inventories
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Web portals
electronic invoicing through, 72
licensed software, 72
Saas$ (software-as-a-service) model
of, 72, 75-76
supplier, 15, 60, 72
Wire transfers
definition of, 304
standards of internal control,
323
Women-owned businesses,
120,123,126
Women-Owned Small Business
Concerns (WOSB), 126
Worker classification
audits, 400—401
Workflow automation
AP approval of, 245-246
combining elnvoicing with
imaging and, 243-244
front-end capture with matching
and, 242-243
imaging and workflow automation
(IWA) solutions, 248-249
management of disputes
and, 249
Workflow reports review, 333
Working capital
AP process improvement
impactson, 18
automation of invoice processing
for better, 239
as measure of organization’s
efficiency, 18
World-class benchmarking, 358

Y
Your Roadmap for Implementing

an Internal Controls Program
tool, 5,40-43






