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	No.
	Questions
	Answers
	

	
	

	1
	Project Setup

	1.1
	General

	1.1.1
	Please provide your organizational hierarchy.
	
	

	1.1.2
	What are the types of organizations?
	
	

	1.1.3
	Which organizations are assigned projects/tasks/employees?
	
	

	1.1.4
	Please provide a list of job titles.
	
	

	1.1.5
	Please provide overall system flow diagram.
	
	

	1.1.6
	Please provide any other documentation on the existing system.
	
	

	1.1.7
	Do you perform project costing, project billing or both?
	
	

	
	
	
	

	1.2
	Project Set Up

	1.2.1
	Do you use outside vendors in your project work?
	
	

	1.2.2
	Are project numbers system generated or manually entered? 
	
	

	1.2.3
	Describe your project inception process.
	
	

	1.2.4
	Does your company manage different types of projects? What are they?
	
	

	1.2.5
	To what degree does client management influence the volume and type of work a customer seeks?
	
	

	1.2.6
	Do you complete work for public or private sector entities? Do you need to distinguish between the two for costing or billing purposes?
	
	

	1.2.7
	Do you define a Work Breakdown Structure (WBS) for each project?
	
	

	1.2.8
	How many tasks/phases are included in a typical WBS?
	· 
	

	1.2.9
	What tasks are involved in a typical WBS?
	
	

	1.2.10
	Do you assign roles or responsibilities to employees for each project?
	
	

	1.2.11
	How many different classifications are there for project types? 
Project Classification in Oracle is a user-definable project attribute, which could be used for instance for regions, industry types, etc.
	
	

	1.2.12
	Do you employ controls (dates, expense type, and so on) to restrict charges to a project?
	
	

	1.2.13
	How many different control types to restrict charges to a project do you employ?
	
	

	1.2.14
	What are the control types to restrict charges to a project?
	
	

	1.2.15
	What are your categories of projects? (Direct, Indirect, Capital, Expense, and so on)
	
	

	1.2.16
	What types of work or service do tasks represent?
	
	

	1.2.17
	Do you use templates for repetitive projects? What project attributes do you capture?
	
	

	1.2.18
	How many customers per project?
	
	

	1.2.19
	What is the project life cycle? What project statuses do you use?
	
	

	1.2.20
	How are projects approved for setup, charges, revenue, and invoicing? Do you restrict what can be done in different statuses of a project?
	
	

	1.2.21
	How do project managers get their project information and how do they manage their projects?
	
	

	1.2.22
	What are the processes around closing a project? Is there an approval process or a project closing review for project completion?
	
	

	
	
	
	

	1.3
	Security

	1.3.1
	Do you have security requirements on who can enter and maintain project setup? How is access to labor cost/rates controlled?
	
	

	
	
	
	

	2
	Budgeting 

	2.1
	Budget Preparation

	2.1.1
	What types of budgets do you prepare? (for example, revenue & expenses, balance sheets, capital, project, and so on)
Are project budgets separate from GL budgets? What is the project budgeting process? What is the approval process? Are there budgets for overhead projects? What level of detail is captured for project budgets?
	
	

	2.1.2
	Does Your Company distinguish between GL budgets and Project Budgets? 
	
	

	2.1.3
	What is the budgeting process for Billable and Non-Billable Projects?
	
	

	2.1.4
	At what level of the WBS does Your Company budget for Projects?
	
	

	2.1.5
	Are budgets broken down by type of expenditure?
	
	

	2.1.6
	Do you use time-phased budgeting?
	
	

	2.1.7
	Does Your Company use an approval workflow for approving project budgets or is there a manual procedure?
	
	

	2.1.8
	Once a budget is approved, who baselines the budget?
	
	

	2.1.9 
	Who will manage the budgeting process?
	
	

	2.1.10
	Once a project is approved and a budget created, who is responsible for allocating the budget within the WBS and maintaining the budget?
	
	

	2.1.11
	How are billable projects funded?
	
	

	 
	
	
	

	3
	Maintenance
	 

	3.1
	Project Maintenance

	3.1.1
	Who and how maintains your Project Setup data?
	
	

	
	
	
	

	4
	Project Costing and Project Billing Processes 

	4.1
	Time and Expense Entry

	4.1.1
	Describe your time and expense entry process. Does Xpede have valid project and tasks? How are they validated?
	
	

	4.1.2
	How many Time Reports are submitted a week?
	
	

	4.1.3
	How many Expense Reports are submitted?
	
	

	4.1.4
	If employees submit Time Reports and Expense Reports on-line, what software and hardware are used?
	
	

	4.1.5
	Do employees submit Time Reports and Expense Reports on paper?
	
	

	4.1.6
	Are costs that are associated with "borrowed" employees, (for example, employee from Group A works on a project managed by Group B) attributed to lending or project organization?
	
	

	4.1.7
	Do you maintain a log used to attribute the use of equipment to specific projects?
	
	

	4.1.8
	Are purchases recorded against projects/tasks?
	
	

	4.1.9
	What category and type of expenditures do you charge to projects?
	· 
	

	4.1.10
	What types of expenditures are burdened?
	
	

	4.1.11
	What types of expenditures are entered as vendor invoices?
	
	

	4.1.12
	What types of adjustments/corrections are made to expenditures?
	
	

	4.1.13
	Please provide an accounting diagram of the transactions for each type of expenditure. Include natural account, clearing account, organization, debit and credit.
	
	

	4.1.14
	How are inter-company or intra-company charges handled?
	
	

	4.1.15
	Who approves timecards?
	
	

	4.1.16
	Are timecards entered on-line by individuals, in pre-approved batches, or imported from another system?
	
	

	4.1.17
	Is time entered daily, or summarized for a period?
	
	

	4.1.18
	Do you enter overtime?
	
	

	4.1.19
	How is overtime charged?
	
	

	4.1.20
	Do you bill overtime?
	
	

	4.1.21
	Is overtime calculated by the system, or by the user before entry?
	
	

	4.1.22
	What rules are used for system calculated overtime?
	
	

	4.1.23
	Which organizations are charged for labor cost?
	
	

	4.1.24
	How do you account for borrowed/lent labor resources for timecard purposes?
	
	

	4.1.25
	Please diagram how labor cost and revenue are accounted? Include cross charges, burdens, direct and indirect charges.
	
	

	4.1.26
	Who approves expenses?
	
	

	4.1.27
	Are any accrual or miscellaneous costs charged to a project? Are there any allocations to projects?
	
	

	
	
	
	

	4.2
	Project Tracking

	4.2.1
	Do you track "Committed" as well as "Actual" costs for projects? 
In Oracle Applications, requisitions, purchase orders, and pending invoices charged to projects make up “Project Commitments” viewable in Projects
	
	

	4.2.2
	What are the components/sources of projects committed costs? 
	
	

	4.2.3
	Do you allocate or attribute overhead costs to projects? 
	
	

	4.2.4
	To what degree does your company track activities, costs, and revenues for "Services," performed for and reimbursed by a customer?
	
	

	4.2.5
	Explain the techniques (burdening rates, cost multipliers, and so on) that you use.
	
	

	4.2.6
	Does your organization track shared resources, (for example, employee from Group A works on a project managed by Group B) with respect to revenue and cost?
	
	

	4.2.7
	Are contracts used to fund multiple projects/tasks?
	
	

	4.2.8
	What type of customer contracts do you track?
	
	

	
	
	
	

	4.3
	Performance Monitoring

	4.3.1
	Do you monitor profitability/analysis by Project Type?
	
	

	4.3.2
	Do you monitor profitability/analysis by Organization (cost center, division, region)?
	
	

	4.3.3
	Do you monitor profitability/analysis by Business Line or Function
	
	

	4.3.4
	Do you monitor profitability/analysis by Skill/Job?
	
	

	4.3.5
	Do you monitor profitability/analysis by Revenue Category?
	
	

	4.3.6
	Do you monitor profitability/analysis by Activity?
	
	

	4.3.7
	Do you monitor profitability/analysis by Employee?
	
	

	4.3.8
	Do you track Employee Utilization, for example, billable versus non-billable, costs versus revenues?
	
	

	4.3.9
	Do you monitor profitability/analysis by Industry/Market Sector?
	
	

	4.3.10
	Do you monitor profitability/analysis by Customer/Customer Type?
	
	

	4.3.11
	How many projects do you plan to monitor?
	
	

	
	
	
	

	4.4
	Project Billing

	4.4.1
	Please describe your Project Billing Process.
	
	

	4.4.2
	Which operations/processes do you want to streamline or eliminate for Project Billing? 
	
	

	4.4.3
	Are there any time-intensive Project Billing operations/processes that need to be addressed?
	
	

	4.4.4
	How many different contract project types, (for example, billing method type) does your company manage?
	
	

	4.4.5
	What different contract types does your company manage?
	
	

	4.4.6
	Do you use standard bill rate schedules?
	
	

	4.4.7
	What are the schedule types (for example, employee, job title, or non-labor resources)?
	
	

	4.4.8
	Do you ever perform one project for multiple customers?
	
	

	4.4.9
	Do you employ multiple billing methods?
	
	

	4.4.10
	Do you ever use one method to bill customers and a different to accrue revenue, for the same project?
	
	

	4.4.11
	Do you employ controls (dates, expense type, and so on) to restrict billable, as well as non-billable, charges to a project?
	
	

	4.4.12
	What are the control types employed to restrict billable and non-billable charges to a project?
	
	

	4.4.13
	Please provide sample customer invoices.
	
	

	4.4.14
	How are customer invoice adjustments and corrections made?
	
	

	4.4.15
	At what level of the organization structure is revenue recognized?
	
	

	4.4.16
	Are limits on revenue enforced?
	
	

	4.4.17
	Please provide samples of revenue reports.
	
	

	4.4.18
	How often are projects invoiced? 
	
	

	4.4.19
	How are invoices formatted?
	
	

	4.4.20
	Please provide a sample of each format used.
	
	

	4.4.21
	Are invoices printed from the system or manually typed?
	
	

	4.4.22
	Is retention applied?
	
	

	4.4.23
	How are invoices numbered?
	
	

	4.4.24
	Are all invoices generated at the same time or spread over the month?
	
	

	4.4.25
	Is invoice printing centralized or decentralized?
	
	

	4.4.26
	Are there any completed contract revenue recognition issues? Are there any cost of sales adjustments or cost accruals required to ensure that the costs are booked in the same period as the revenue, or does the monthly billing prevent any issues with this?
	
	

	
	
	
	

	5
	Period End Processing 

	5.1.1
	Describe the tasks associated with closing an accounting period.
	
	

	5.1.2
	Is the Projects application closed independently from the General Ledger application? Is there a reconciliation process? Is the process documented?
	
	

	5.1.3
	Who performs the tasks associated with closing an accounting period?
	
	

	
	
	
	

	6
	Reporting and Accounting

	6.1.1
	How often are project performance reports generated?
	
	

	6.1.2
	Do you do commitment reporting? Please provide a sample commitment report.
	
	

	6.1.3
	Are burdens separated out for reporting?
	
	

	6.1.4
	How are reports distributed?
	
	

	6.1.5
	What reporting is done against customer contracts?
	
	

	6.1.6
	What business performance statistics do you monitor for Project Accounting?
	
	

	6.1.7
	What are your Project Accounting reporting requirements with respect to functional vs. foreign currencies?
	
	

	6.1.8
	What Project Accounting reports are grouped together on a regular basis and printed in one print run?
	
	

	6.1.9
	Who receives a copy of the Project Accounting reports? 
	
	

	6.1.10
	What is the criteria for determining who should receive a copy of any Project Accounting report?
	
	

	6.1.11
	How do you update a Project Accounting report’s distribution list?
	
	

	6.1.12
	What type of printers do you run Project Accounting reports on? Where are they located?
	
	

	6.1.13
	Do you run Project Accounting reports for different companies or cost centers?
	
	

	
	
	
	

	7
	Miscellaneous

	7.1
	What else needs to be discussed?

	7.1.1
	Please describe your Resource Management process as it relates to Project Accounting.
	
	

	7.1.2
	Please describe your Payroll Allocation process as it relates to Project Accounting
	
	

	7.1.3
	Please describe your Contract Management process as it relates to Project Accounting. How do you manage your contracts (Master Agreements, Statements of Work, etc.)?
	
	


Issues and Action Items
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