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Vendor Questions.  Note that the questions and responses in this Appendix must be included as part of your RFP response.

I. Vendor Questions

	No.
	Question
	Response

	V1
	Describe the key distinctions of your application that differentiates it from the rest of the market.
	

	V2
	Describe any legal issues or constraints that would have a material effect on the relationship with MAG. 
	

	
V3
	How many clients that do governmental accounting and receive most of their funding as cost reimbursement of federal funds does your company have and how many implementations for governmental accounting clients have been done by your company in the last 5 years?  If any, what unique problems have you solved for your governmental customers?
	

	V4

	Does your company support any user groups that are relevant to the governmental accounting sector?
	

	V5
	In what year did your company start developing & selling its FIS solution?  In what year did your company start developing and selling its government version of its FIS solution?
	

	V6
	Where is your company’s closest office to Phoenix, AZ?
	

	V7
	Describe the tenure and experience of the senior management team.
	

	V8
	Does your company have a customer satisfaction program?  If so, how does your company measure customer satisfaction?
	

	V9
	What opportunities and venues exist for input to be heard for future releases and customer satisfaction issues?
	

	V10
	Describe the typical service level agreements in place for your customers, including those that are part of the typical license and maintenance agreement, as well as those that are provided on an up-charge basis.
	

	V11
	What is the average response time for priority 2 & 3 incidents? (factoring out priority 1 incidents if your answer is that an emergency receives an immediate response)
	

	V12
	Describe end-user support policies, services and capabilities, including availability of support staff, number of support staff dedicated to your application, availability of service level reporting, and response time for high priority issues.  Does your company have a support site/portal?
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II. General Application Questions (Please answer for each application proposed)

	
	Question
	Response

	A1
	How long has the current version of the software been in production?
	

	A2
	Discuss the future of the application in the next 3-5 years, detailing development efforts related to new functionality and modules.
	

	A3
	How does your company define a “stable” version of the application?
	

	A4
	Please provide a diagram of the relationship between each of the modules and the integration points between those modules.  Please designate any modules that will be an add-on to the current system.
	

	A5
	What workflow features does the application provide and in what modules?
	

	A6
	Can your application drill down from the General Ledger into sub-modules?  How does this work?  What analysis can be done?
	

	A7
	Can the application meet regulatory requirements of GASB, GAAP, FHWA, and FTA?  What about State and Local regulations?
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III. Technical Questions

	
	Question
	Response

	T1
	What is the primary database platform?  What other database platforms are supported? 
	

	T2
	How frequently are major releases (to the left of the decimal point) produced? 
When is the next major version due out?
	

	T3
	Describe the upgrade process and general expectations on the complexity and timeline of performing upgrades (assuming an ordinary upgrade).  Please include information about the company’s upgrade policy, particularly how long a customer can stay on older version before support will no longer be provided.
	

	T4
	Is your application web enabled?  Does it reside on the client server(s)? Or both? Are there client installation and configuration requirements?
	

	T5
	What reporting tools are available within the application?  Please describe reporting features that are within the control of the end-user.
	

	T6
	Does your application have the ability to perform electronic signatures?
	

	T7
	Do users have the ability to future date the effectiveness of a given data element, i.e. effective date that a Vendor becomes active?  In what modules is this feature contained?
	

	T8
	Under what circumstances do users have the ability to delete data, especially transactional data?
	

	T9
	What audit features does your application provide?  Are audit features within the control of managers or do they require technical support?
	

	T10
	Describe the features that control user privileges to pages and reports within the application.
	

	T11
	Describe features that allow for customization on an application by application basis.
	

	T12
	Please list the vendors and systems with which your application has built-in integration, including the point of integration.
	

	T13
	Describe any gateways the application offers to other Vendor applications, including ODBC connections.
	

	T14
	What data export features are within the control of the user? (list by module and general description of the data).
	

	T15
	Describe what field and table level privilege controls exist within the system, including view-only features.
	

	T16
	Describe the search features within the application, particularly top-level search across the entire application and search within a given set of data records.
	

	T17
	Does your application provide for multi-companies?
	

	T18
	Does your solution allow for customization?  How is this done?  Does it require a developer toolkit?  What is the code base?  How much can users do, vs. developers?
	

	T19
	What are the data conversion tools that your system provides?  Do you provide interface tables, or other tools?
	

	T20
	Describe how your billing system can interfaces with the grants module (which is MAG’s only funding except for miscellaneous cash receipts)
	

	T21
	What 3rd party tools do you deliver integration with?
	

	T22
	Please list the various report output formats such as .pdf, .csv, .prn, excel,etc.
	

	T23
	Does the application provide integration to standard office products such as Microsoft Word, Excel and Access?
	

	T24
	Does your application require batch processes to move data from one module to another?  If yes, please list those modules where batch integration exists. 
	

	T25
	Discuss the patch (bug) fix process.
	

	T26
	Describe archiving capabilities of your system.
	

	T27
	Describe integration with payroll processors.
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IV. Professional Services Questions

	
	Question
	Response

	PS1
	How long is the typical implementation period (assuming a standard implementation for a company described as the size of MAG)?
	

	PS2
	Will you provide a set of user manuals for review by the evaluators (we will return them during the demonstration or via U.S. Postal mail)?  In what format are these documents?
	

	PS3
	At what stage of the implementation do you recommend that users attend training?
	

	PS4
	What training services/classes are available?  Where are the training facilities?
	

	PS5
	May MAG record training sessions for internal use.
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V. General Ledger

[bookmark: _Toc169688189][bookmark: _Toc168298134]Coding Structure (Chart of Accounts and Work Breakdown Structure) 
There are two core elements of the transactional coding structure that must be linked.  The Chart of Accounts needs to provide us with the information to report financial results on operations by grant, project, fund, cost center, account, and the ability to track budgets, encumbrances and expenditures across the same items.  The selected solution needs to provide the flexibility and tools required to manage these relationships and hierarchies

	
	Question
	Response

	G1
	Describe the coding structure available in your system for Chart of Accounts and Work Breakdown Structure?  Do you provide additional structures for managing financial and non-financial transactions?
	

	G2
	Define each available code structure, code/field available, and descriptive information (digits, description, dates etc.)
	

	G3
	Describe how your system manages the rollup/summary within your coding structure for reporting or budget checking?
	

	G4
	Describe the built in process flow to manage the creation, update and inactivation of codes.
	

	G5
	Describe how your structure is GASB (including GASB 34), and GAAP compliant
	

	G6
	Describe how your system manages codes within sub-modules rolling up to summary ledgers (i.e. Project details in project costing with summary details by project in the General Ledger).
	

	G7
	Describe how your coding structures integrate within financials, human resources, project management and other systems within your product line. 
	

	G8
	Describe how your system manages organization changes or reorganizations (i.e. cost center change from one year to another).
	

	G9
	Does your structure allow for statistical accounts?
	

	G10
	Describe any additional features that might be useful.
	




VI. [bookmark: _Toc169688190]Encumbrance Accounting

MAG is looking for a system that provides the appropriate controls for encumbrance management.  The system should have two components. The control component accounts for setting up the budget levels, thresholds and management of those throughout the year.  The second component is the transactions processing throughout the system within integration of all modules.  The transactions should be managed in each module including payroll, general ledger, purchasing, project accounting, grants management, etc.

	
	Question
	Response

	E1
	Describe how your system manages encumbrance accounting?
	

	E2
	Does your system provide budgetary control options?  Describe the components available for budget checking and creating the encumbrance (fund, account, department)?
	

	E3
	Does your system provide for the ability to create budget warnings when going over a budget but under a threshold?
	

	E4
	Does your system allow for different transactions to be hard budget checked (stopped) and soft (tracking)?
	

	E5
	Does your system allow for different levels of budget checking depending on transaction type (labor, non-labor) or code?
	

	E6
	Does your system allow for thresholds on budget amounts? Different levels for different types (Capital at 5%, Payroll at 20%, Operating at 10%)?
	

	E7
	Does your system allow for budget overrides to be managed by workflow with approval authorities?
	

	E8
	Does your system allow for users to perform budget checks before transactions (i.e. purchase requests) are posted or submitted?
	

	
E9
	Does your system allow for users to view budget, encumbrance and actual balance when creating new transactions (i.e. purchase requests) through direct drill-down?
	

	E10
	Describe how your system liquidates encumbrances.  
	

	E11
	Describe how your system updates encumbrances when information changes.
	

	E12
	Does your system allow for online access to review encumbrance amounts and links to original transactions?
	

	E13
	Describe any additional features that might be useful.
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VII. Budgeting

One of the core components of the business process is budgeting.  There are essentially three required elements: Operational budgets including capital budgets, Project budgets and Contract budgets.  These budgeting tools provide us with the ability to plan and communicate while also providing the backbone of encumbrance accounting.  The solution must therefore feed information throughout the entire application suite.  The coding structure utilized must be shared throughout the integrated solution.  The solution must give us the ability to budget for the next fiscal year.

Operational budget formulation is straightforward.  MAG requires a solution with continuous flow that allows users and reviewers to prepare and manage budgets online.  The solution should allow for scenario planning and workflow to submit, approve, review or reject a budget during the process.  Operational budgets are for expenditure line items and capital items and must feed into encumbrance accounting, purchasing, accounts payable and accounts receivable.  During the budget process and throughout the year the ability to manage the submitted, approved, adjusted and final budget is required.  Functionality should also be in place to manage transfers during the year and link budgets to grants and funding sources for tracking.

	
	Question
	Response

	B1
	Describe how you budget system allows for top down guidance and communication.
	

	B2
	Does the system provide for budget preparation and tracking on operating (including capital) budgets? (Operating budget by expenditure line item and capital budget by project/work breakdown structure.)
	

	B3
	Does your system provide for labor or position budgets?  Do these flow into the operating budget?
	

	B4
	Can salary and benefit budget data be managed at a different level of security from normal application security?
	

	B5
	Describe the budget process flow within your solution.
	

	B6
	Can budgets be prepared by month, by quarter, and by year?
	

	B7
	Describe the tools to allow for percentage calculations, spreading amounts evenly over multiple periods, spreading amounts by percent, etc.
	

	B8
	Is there allocation functionality to allow managers to allocate budget amounts across departments?
	

	B9
	Can the system track multiple budgets throughout the year (approved, adjusted, and submitted)?
	

	B10
	Does the system provide for hierarchy management so departments or cost centers can roll up?
	

	B11
	Can the system track the relationships to grants and funding sources?
	

	B12
	Does the system provide for attachments and justification from preparers? Does this information carry forward to the next year?
	

	B13
	Does the system allow for budget transfers during the year (with justifications)?
	

	B14
	Can users see prior year budgets or expenditures when preparing current year budgets?
	

	B15
	On average, how long (in hours) does it take to prepare the system for the next years’ budget cycle?
	

	B16
	Does the system provide the ability to apply factors for salaries and other line items. for inflation/growth when forecasting?
	

	B17
	Describe functionality that compares budget to transactions entered and validates current proposed expenditures?
	

	B18
	Describe functionality that allows the user to view current year budget and expenditure amounts in the same view..
	

	B19
	Does the application provide the ability to add notes to describe budget variances?
	

	B20
	Describe any additional features that might be useful.
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VIII. Other General Ledger

Within the General Ledger MAG requires the ability to manage journal entries (adjusting, accruals, reversals, etc.), allocations, month and year end and financial reporting through the GL and workflows.  The expectation is that the purchased system will be tightly integrated allowing the details to remain in sub-systems/ledgers while still providing drill-down capabilities from GL into those sub-systems for research and reporting.

	
	Question
	Response

	OG1
	Describe how your system ensures the accuracy of data transferred from sub-modules into the General Ledger.
	

	OG2
	Explain how your system supports compliance requirements of Sarbanes-Oxley for annual financial reporting.
	

	OG3
	Describe how the system manages fund accounting.
	

	OG4
	Does your system support both an accrual and a modified accrual basis of accounting for fund accounting?  Describe the accrual(s) performed by the system.
	

	OG5
	Does your system support the cash basis of accounting? 
	

	OG6
	Can the system support multiple/different fiscal years by ledger or by fund? This is particularly critical at fiscal year-end.  How long can two different fiscal years be open and functional?
	

	OG7
	Can the system manage financial transactions on multiple bases of accounting?
	

	OG8
	How does the system reconcile with sub-modules/ledgers? If this is not automated please describe the process/tools used to reconcile should they become out of balance.
	

	OG9
	How many periods does your general ledger system provide for month and year end activities?
	

	OG10
	Does your system allow for multiple periods open at one time?
	

	OG11
	Describe how the sub-modules post data to the General Ledger?  Is this in summary or detail? Please elaborate each.
	

	OG12
	Describe how your system can manage cash forecasting.
	

	OG13
	On average, how many hours does it take to perform a month-end or year-end close?
	

	OG14
	Describe any additional features that might be useful.
	



IX. [bookmark: _Toc169688193]Grants Management

Grants are a major funding source at MAG.  A  Grants management system that is fully integrated with billings, budget, and General Ledger is a critical business process.  In order to receive and manage funds, MAG requires the ability to code transactions by grants/funding source for reimbursement and reporting.  MAG also requires functionality to associate budgeted funding with labor, consultants, pass-thru funding and direct costs.  Budgets are used throughout MAG for operating processes and consultant and pass-thru.  Budget and grant information is used to create encumbrances and subsequent contracts, and customer invoices.  This information is critical in monitoring budget to actual costs for labor, consultants, pass-thru transactions, and direct costs. Billing information by the listed categories must be posted against grants and associated budgets for each fiscal year in order to manage these processes.  All projects may be funded by one or multiple grants and may be across multiple fiscal years.  The ability to track this information as transaction flow-through process needs to be seamless.  Grants management requires us to report details on behalf of whom, when and why monies were spent and what grant funds were used and the amounts used to fund projects by fiscal year. 

	
	Question
	Response

	GR1
	Are Grants "built-in" to your system or are they stand-alone?  If stand alone, how does it interface with other components (e.g., Project Costing, Project Billing, Account Payables, Purchasing, Account Receivables, General Ledger, Fixed Assets, and HR).
	

	GR2
	Are there any pre-requisites to have Grants installed in/with your system?  If so, please explain these conditions in detail.
	

	GR3
	Describe how your Grants system manages reporting.
	

	G4
	Describe how your Grants system can track and report grants information by project and by fiscal year from multiple funds sources.
	

	G5
	What date fields are available to track grant period of performance and expiration?
	

	G6
	Does your grant system allow for reporting of grant financial activity across multiple fiscal years?
	

	G7
	Describe how multiple projects are set up under a grant and how a project is set up to be funded by several grants.
	

	G8
	Describe any additional features that might be useful.
	



X. [bookmark: _Toc169688194]Accounts Receivable

In order to manage the accounts receivable function MAG requires tight integration with Billing.  All changes to invoices must be done at the source therefore the functions that reside in accounts receivable are very limited.  The focus is on managing collections with aging reports, receivable letters, interest charges on late balances, adjustments and tracking of receipts as well as voided invoices all linked by the customer listing.  A number of customers are also vendors, it is therefore also important to have a link to accounts payable and the ability to track customer invoices.  MAG receives some miscellaneous cash receipts periodically that will not be tracked against billings and Grants.

	
	Question
	Response

	AR1
	Describe the fields available for creating and maintaining customer’s definitions.
	

	AR2
	Does your system allow for multiple locations for customers?  Can these be used to create multiple invoices?
	

	AR3
	Does the system have the ability to define multiple customer listings which can in turn be made available to select end-users (example:  two different business units with two different customer lists).
	

	AR4
	Does the system provide the ability to check for duplicate customers automatically?
	

	AR5
	Does your system provide templates to create similar customers?
	

	AR6
	Describe how your accounts receivable application works with the grants and encumbrance accounting.
	

	AR6
	Does your system provide functionality to link customer and vendors? 
	

	AR7
	Does your system provide functionality to net payables with receivables?
	

	AR8
	Describe how your system is integrated with billings.
	

	AR9
	Does your system allow drill down into billing for invoice details?
	

	AR10
	Describe the different types of adjustments (i.e. discounts, credit memos, write offs) available and the process flow with optional approvals.
	

	AR11
	Describe how your system enforces the audit trail from billing to accounts receivable to the general ledger.
	

	AR12
	Describe how your system handles non-invoice cash receipts.
	

	AR13
	Describe your system’s ability to manage wire transfers.
	

	AR14
	Describe any additional features that might be useful.
	



XI. [bookmark: _Toc169688195]Billing

MAG has two types of billing: 1) the majority of billings are cost reimbursement billings for expenditures related to grants and 2) billings that occur prior to costs being expended.  For billings that occur prior to costs expended, actual costs are then posted to grants management through the billing module as these eligible costs occur.  These two functions required different tracking mechanisms and integration with projects, contracts, and grants as wells as the ability to create bills with billing cutoff dates.  The billing system must provide the ability to bill one project against multiple grants, and tracking this in the grants management system.  In the current system, overhead costs are not posted to billings.

	
	Question
	Response

	B1
	Describe how the system receives expenditure information by project for reimbursement invoices.
	

	B2
	Describe how the billing system breaks out expenditure components into categories for labor, (using multiple rate tables for fringe and overhead) fringe, consultants, pass-thru and direct costs. 
	

	B3
	Does your system allow you to show contract amount, billed to date, past due and current billing?
	

	B4
	Describe how your system handles overhead costs.
	

	B5
	Can the system create recurring invoices based upon time based criteria?
	

	B6
	Describe how the code structure can record invoices that require different codes based upon customer, grant, bill item, date or expenditures.
	

	B7
	Describe how your system can customize invoices to meet certain regulatory or specific customer requirements.
	

	B8
	Describe how templates can be used to create invoices.
	

	B9
	Describe any additional features that might be useful.
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XII. Accounts Payable

The functionality needed from the Accounts Payable module can be considered standard.  Ideally, functionality would exist to carry over vendor liability to Accounts Receivable for the purpose of fund/grant reimbursements.  The AP invoice processing functionality should include the ability to check for duplicate transaction numbers on invoices, checks, etc. and allow for cancellation of invoices. The system should have the ability to interface with and automatically decrease commitments from contracts in part or in full and allow for direct entry of invoices and entry of recurring invoices. The system should include the ability to automatically calculate sales tax and/or use tax paid to a separate vendor. The system should be able to process electronic invoices, support electronic invoice approvals based on company-defined business rules, and route invoices for approval with a full audit trail.  The system must allow entry of pending invoices with or without the general ledger account detail. 
The system's payment processing functionality should include a wide range of selection criteria for payment generation such as by vendor, due date, discount date, regular AP versus payroll AP, and include the ability to flag invoices to prevent them from being paid and allow holdbacks. The AP system should have a selection of check printing options such as laser, line printer, stubs, and include the ability to process manual checks. The system should include the ability to pay by direct deposit, support a variety of electronic funds transfer formats and e-mail remittance advices. The system must have the ability to void and completely reverse out a payment and reopen an invoice for future payment. The system must allow for electronic automated bank reconciliation and positive pay formatting.


	
	Question
	Response

	AP1
	Describe the fields available for creating and maintaining Vendor definitions.
	

	AP2
	Does the system have the ability to define multiple vendor listings which can in turn be made available to select end-users (example:  two different business units with two different vendor lists).
	

	AP3
	Does your system allow for multiple locations for vendors?  Can these be used to create multiple check payments?
	

	AP4
	Describe any features that help identify duplicate vendors.
	

	AP5
	Does the system allow a vendor to also be defined (flagged) as a customer for use within Accounts Receivable and Billing?
	

	AP6
	Can changes to vendor information be future effective dated?  Is there a limit to the number of future dated rows of data that can be entered?
	

	AP7
	Can recurring invoices be generated from a template or one time entry?
	

	AP8
	Describe the system’s ability to process wire transfer payments.
	

	AP9
	Describe the check printing process.
	

	AP10
	Does the system have the ability to process direct deposit and electronic funds transfers?
	

	AP11
	Describe functionality that applies to processing credit card transactions.
	

	AP12
	Provide details on calculating taxes and distribution.
	

	AP13
	Describe the system’s ability to split dollar amounts (either by percentage or dollars) across more than 1 combination of codes.
	

	AP14
	Describe the functionality that allows for holding payments.
	

	AP15
	Provide details on bank account reconciliation and how this is integrated with the AP and AR systems.
	

	AP16
	Please list the types of 1099 forms that are supported within the application.
	

	AP17
	Describe your application’s matching functionality, specifically how matching is done against the encumbrance system.
	

	AP18 
	Describe any additional features that might be useful.
	



XIII. [bookmark: _Toc169688197]Purchasing

The functionality needed from Purchasing can be considered standard.  Currently, Purchase Requests are done manually and off-line.  MAG would like the ability to create and route Purchase Requests online with the appropriate budget approvals and encumbrances.  The agency does not expect to implement workflow functionality immediately, but would like to have the ability to do so once the core module is up and running smoothly.

	
	Question
	Response

	P1
	Does your system provide the capability to enter online requisitions?
	

	P2
	Please provide details on recommended best practices for encumbering funds during the requisition and purchase order creation processes.
	

	P3
	List and describe features and functionality used in the fiscal year-end close process, particularly features and functionality that help identify outstanding purchasing orders and related fund amounts.
	

	P4
	Describe functionality that allows requisitions and purchase orders to be created from a contract that spans multiple years.  How is it done in your application?
	

	P5
	Describe the dispatch process and features, including the ability to email or send purchase orders electronically.
	

	P6
	What attachment features are available with Purchasing?  Attaching files to Vendors and purchase orders in particular.  What file types are supported?
	

	P7
	What notes and message features are available?  Vendor and purchase order notes and messages, including internal notes and messages versus external notes and messages that would be visible to Vendors.
	

	P8
	Describe functionality that captures vendor certification and licensing.
	

	P9
	Does the system provide the ability to create a sub-contract requisition and purchase order where the service provider is different from the vendor responsible for payment?
	

	P10
	Describe the receiving process for services (vs. the receipt of goods).  How many steps are involved?
	

	P11
	How are factors/attributes such as SBE, M/WBE and DBE identified and used in the process?
	

	P12
	Please describe how budget checking is done when a requisition is created and then again when the requisition becomes a purchase order.
	

	P13
	Does your system provide receipt of non-stock (i.e. consulting or engineering services)?
	

	P14
	Describe how your system manages purchase orders that are open for multiple years.
	

	P15
	Describe any additional features that might be useful.
	



XIV. [bookmark: _Toc169688198]Contract Administration

MAG contracts with many outside consultants for services.  Most contracts are setup and linked to grants that include the project(s) and funding source(s) from the Grants Management system.   Contracts should also have the ability to be linked to billing.  One contract per vendor is set up and one contract may include several projects with multiple funding sources.  Contracts are required in order to manage the disbursement of funds.  Some contracts may not be linked to Grants Management and billings if the contract is linked to overhead funding.  Contracts Administration must include the ability to enter contractor insurance information to ensure that the required insurance is in place and active before making payment to the vendor.  Insurance types and associated expiration dates must be entered in contracts and expired insurance data must be flagged in the Accounts Payable System before payment is made.  Subconsultants to a Consultant must be tracked on a contract in order to obtain information on whether the consultant and/or subconsultant is a Disadvantaged Business Enterprise (DBE).  DBE information must be entered in the contract module for both the consultant and subconsultant(s) for the contract.  MAG must also have the ability to report on all information in Contracts Administration in order to meet Federal requirements.  This information includes expiring insurance on contracts, payments by consultant/vendor, MAG project manager of a contract(s), all payment information, remaining contract amounts, payment due dates, contract begin and expiration dates, payments by funding source, payments by activity type, DBE payments, etc.  It is also desirable that contracts be linked to Accounts Receivable in the case of overpayments.

	
	Question
	Response

	C1
	How are contracts linked to grants, billing and what fields are available to link a contract to a grant?
	

	C2
	Can a single contract be used in accounts receivable, billing, accounts payable and encumbrances?
	

	C3
	What fields are available to identify contract attributes?
	

	C4
	Are user-defined fields available for less common contract attributes?
	

	C5
	Is there an ability to identify the split of revenue sources related to the contract (i.e. amount of various grant funds tied to the contract as well as overhead funding)?
	

	C6
	Is there the ability to link contracts to one or more projects?
	

	C7
	How are contract numbers assigned and managed?
	

	C8
	What screens/pages are available to manage contracts?
	

	C9
	Describe the functionality used to manage contract expiration.
	

	C10
	Describe the functionality used to manage vendor/contractor licensing, certifications, and insurance certificates and other types of compliance functionality.
	

	C11
	Describe how subconsultants on the contract are paid by the consultant are entered and tracked.
	

	C12
	Is there a single screen/page available to view all activity related to a given contract?
	

	C13
	Describe how a contract is set-up with all of the functionality required.
	

	C14
	What capability exists to track contract change orders - Pending / Executed/Change amount versus contingency budget Update/Monitor  Revised Contract Sum for payment control
	

	C15
	Ability to modify non-essential parts of a commitment while keeping the commitment under its original assigned number. For example, if the vendor has a name change during the contract period, being able to link both vendor numbers to one commitment number and keep all related information together.
	

	C16
	Describe how your encumbrance system links and/or is integrated with the contracts process.
	



XV. [bookmark: _Toc169688199]Project Accounting

MAG currently manages a number of projects with a particular need to management project phase, task, sub-task, project scope and project labor, consultant, pass-thru and direct budgets as well as resources.  Projects may be linked to Contract Administration processing, Grants Management, Accounts Payable, and General Ledger (as a sub-ledger).  Projects are set up with an associated MAG project manager, fiscal year, funding source, activity code, GL interface account, budget, link to Grants Administration, billing, and possibly and interface with accounts receivable.  The expectation is that that project tasks and sub-tasks would have the ability to be set-up and linked in a similar manner as a project

	 
	Question
	Response

	PA1
	Describe the integration of the project accounting module to the other modules within the application, including and especially Grants Management and billing.
	

	PA2
	Describe the level of budget detail that can be defined at each level in the project (tasks, sub-tasks).
	

	PA3
	Describe how tasks and sub-tasks are linked to a project.
	

	PA4
	Describe the process of making changes to the project (and task and sub-task) and how those changes can be applied to existing active projects.
	

	PA5
	List the fields available for defining a project, a task, a sub-task.
	

	PA6
	Does project accounting allow for setting up approved budgets by project, task, sub-task for different expenditure types? 
	

	PA7
	Describe any approval features with projects (tasks, sub-tasks), i.e. how project (task, sub-task) managers can approve project (task, sub-task) status.
	

	PA8
	Does project accounting have the ability to enter and track projects by General Ledger account?
	

	PA9
	Does project accounting have the ability to enter and track projects by Project Activity Line Item?
	

	PA10
	Describe any additional features that might be useful.
	



XVI. [bookmark: _Toc169688200]Human Resources/Timesheets/Payroll

MAG seeks three components under this section:  employee information tracking, time entry and payroll.  These functions will form the backbone for required future functionality and also the ability to automate the labor information required to manage project financials.  Employee information tracking needs to provide a centralized storage area for employee information, classification, headcount tracking, leave, termination, compensation, benefits etc.  The second component is an automated timesheet.  This solution needs to track employee time (hours) by project, funding source and activity labor code (in this order).  Although MAG uses a 3rd party to outsource payroll, payroll must be processed in order to send time and costs to project accounting, billing and overhead as well as General Ledger.  Timesheet entries must be processed as payroll with the ability to make changes that are reflected throughout the system until a payroll post function is performed.  All payroll entries must be posted within financials with rates and employee name.  Posted Time must be controlled and the information details available for drill down and printing on billing invoices.  Summary information for labor should also be available as an option to print on billing invoices.  Must have the ability to change payroll time, funding source and activity and must be able to process labor against a rate table (and reprocess if needed) in billing prior to producing a billing invoice. Payroll will be outsourced (currently through PAYCHEX), so the information within human resources must provide the necessary information to enable the agency’s payroll provider to issue payroll.  This information must be provided electronically for MAG and will require the selected FIS consultant to work with PAYCHEX to produce this file.

	
	Question
	Response

	HRP1
	Describe the business function offerings of your human resource system to include HRIS, HRMS, Benefits-Administration, Employee Self-Services, Talent Management, Performance Management, Succession Planning, Time Entry, Reporting, Metrics and Payroll (as described in Appendix L Human Resources Information System).  
	

	HRP1
	Describe how the electronic timesheet works and describe how time entries are entered.  (Note that each employee must enter their timesheet and timesheets must be entered by project, funding source and activity–in that order- with ability to edit until approved.).
	

	HRP2
	Describe how your system manages timesheets and approvals.
	

	HRP3
	Does your system provide audit records for data changes?
	

	HRP4
	Describe how your timesheet system supports tracing paid and unpaid FMLA time.
	

	HRP5
	Describe the capabilities of your system to perform mass updates to employee data.
	

	HRP6
	Describe the fields available and any user-defined fields available in Human Resources (i.e.: fields available for applicant tracking and related, Background checks, resumes, applications --as attachments--etc).
	

	HRP7
	Can your system manage employee absence request and approvals?  How are absences validated against sick, vacation, personal leave and other potential balances?
	

	HRP9
	Describe the payroll solution and all information that is maintained in payroll.  Also describe availability of user-defined fields.
	

	HRP9
	Describe how your payroll application integrates with the Human Resource solution. 
	

	HRP10
	Describe how your solution works with an outsourced payroll provider like PAYCHEX.  Describe in detail how data can be transmitted electronically to an outsourced payroll vendor.
	

	HRP11
	Describe the integration of time sheets with payroll.
	

	HRP12
	How can your timesheet system be set up so that available projects, funding source and activities are controlled by the MAG payroll division?
	

	HRP13
	Can your system handle recording standard payroll time and cost charges to billing, projects and the general ledger?
	

	HRP14
	Can your system provide labor details by project or grant with employee name, rate, and hours for expenditure tracking and billing? Is this automated?
	

	HRP15
	Describe “data validation masking” capabilities related to time entry, i.e. restricting users to charge time to only authorized projects.
	

	HRP16
	Describe the payroll interface with the billing solution and how payroll changes are made.
	

	HRP17
	Describe any interfaces that your Human Resources system may have with any Applicant Tracking Systems.
	

	HRP18
	Describe any additional features that might be useful.
	

	HRP19
	Describe any features of the HR system that allow for benefit enrollment.
	



XVII. HRMS Reports

The table below displays reports that are desired from an HRM system.  Please indicate if your system delivers the report.

	Report
	Delivered?
	Module(s) where report is contained

	Absences Report
	
	

	COBRA Expiration Letter
	
	

	COBRA Payments Report
	
	

	EEO Consolidated Report 
	
	

	Employee Benefit Eligibility Listing
	
	

	Employee Benefit Enrollment Register
	
	

	Employee Organization Movements Report 
	
	

	Employee Summary Report
	
	

	Full Applicant Details Report 
	
	

	New Hire State Report
	
	

	Organization Hierarchy Report
	
	

	Position Hierarchy Report 
	
	

	Requisition Summary Report
	
	

	Salary Review Report
	
	

	Staffing Budget Details Report
	
	

	Termination's Report
	
	

	Arizona State Retirement System (ASRS) Reporting (retirement contributions)
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XVIII. Breakdown of Costs and Estimates

	
	Question
	Response

	Cost1
	What are the costs for hardware and software installation and configuration costs? 
	

	Cost2
	What are the estimated recurring upgrade costs? 
	

	Cost3
	How much should MAG expect to spend on professional services for implementation?  What is the ratio of software costs to implementation costs?
	

	Cost4
	What additional support costs should MAG budget beyond support within the standard license agreement?
	

	Cost5
	What are the expected training costs during implementation?  How much time have you budgeted onsite for training? How is implementation support provided when your staff is not onsite?
	

	Cost6
	What information will be converted?  What are the costs for converting existing data?
	

	Cost7
	What is the estimated total cost of the system for 5 years?
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XIX. [bookmark: _Toc332180627]Critical Reports

[bookmark: _Toc169688204]Critical and Standard Reports Listing and Classification

	Number
	Report
	Classification

	1
	Accounts Payable Aging
	Critical

	2
	Accounts Receivable Aging
	Critical

	3
	Budget to Actual Report by GL and by Project (for any year budget entered)
	Critical

	4
	CAFR-Activities
	Critical

	5
	CAFR-Budget Performance
	Critical

	6
	CAFR-Cash Flow
	Critical

	7
	CAFR-Net Assets
	Critical

	8
	CAFR-Revenues, Expenditures & Changes in Fund Balance
	Critical

	9
	Contract Expiration
	Critical

	10
	Contract Awards
	Critical

	11
	DBE, MBE, WBE Procurement
	Critical

	13
	Project Expenditures & Status (Inception to Date)
	Critical

	
	Work in process (WIP) Billing Reports for both billed and unbilled WIP; billing must be by project, or by grant (or both)
	Critical

	14
	Coding Structure 
	Standard

	15
	Contracts, Encumbrances
	Standard

	16
	Grants Management/, Revenue/Reimbursement 
	Standard

	17
	Cost Center/Department Expenditures
	Standard

	18
	Customer Invoices
	Standard

	19
	Customer Listing
	Standard

	20
	Journal Transaction Summary & Details
	Standard

	21
	Encumbrances and Encumbrance Activity
	Standard

	22
	Active and Inactive Payroll Listings with Payroll information
	Standard

	23
	Payroll Register
	Standard

	24
	General Ledger Reports
	Standard

	25
	Trial Balance
	Standard

	26
	Vendor Listing
	Standard

	27
	Human Resources Reports
	Standard

	28
	Billing Invoices
	Standard



XX. Key Requirements

Please respond to the following KEY REQUIREMENTS

	
	KEY REQUIREMENTS
	Responses

	KEY
	GASB compliant–fully capable of meeting standard governmental accounting and reporting requirements
	

	KEY
	Windows-Based Application capable of running in MAG’s environment, i.e., Windows XP, 32 bit; Windows 7, 64 bit; Windows Server 2008R2; MSSQL Server 2008 with plans for 2008 R2 or 2012 in October 2012; and, Gigabit Ethernet; must be an on premise system. MAG is a Microsoft Technology Shop.
	

	KEY
	Data Export and Import Capabilities; in particular, ability to import data into the system and ability to export out of the system.
	

	KEY
	Implementation and historical data import to limit downtime and research using transaction history;
	

	KEY
	Ability to add accounts, Program Codes, Task, Funding Sources, etc. easily;
	

	KEY
	Must provide ongoing support and maintenance for the first year; must provide projected maintenance costs per year for first five years;
	

	KEY
	Enterprise Resource Planning (ERP) System solution required for core accounting.  Core accounting modules that must be integrated include Financial Reporting, General Ledger, Payroll, Encumbrance Accounting, Accounts Receivable, Accounts Payable, Grant Contracts, Billing and Project Accounting and Management.  Prefer the integration of all modules including Human Resources, Cash Management and Fixed Assets.
	

	KEY
	Preference given to systems that have all integrated functionality out of the box with support.  Any custom modifications that must be made to the software to support the integrated functionality must be explained in detail
	



