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Foothill-De Anza CCD
Finance

Business Process Analysis Agenda 

1. Meeting Logistics/Facilitators

	
	Description

	Date
	November 11-13, 2008

	Time
	8:30-4:30

	Location
	<>

	Facilitators
	Lamar Talbert, Senior Process Consultant and

Jon Langlois,  Senior Finance Functional Consultant


2. Pre-Work

Participants should come to the information-gathering sessions prepared to identify the following for each process on the agenda:

1. Customers (internal and/or external) of the process

2. Cycle time (how long it currently takes one transaction to move through the process)

· Best case

· Worst case

· Average cycle time

· Idle time: time spent waiting during the process; e.g., for overnight batch processing or waiting for the receipt of documents from an outside source 

3. Process calendar

· Is it a seasonal process with peaks at certain times of the year?

· If so, identify peak months

· In relation to other processes – identify other processes that are dependent on this process and/or other processes that the process under discussion is dependent upon 

4. Hindrances to the effective operation of the current process 

5. Desired improvements to the current process (“wish list”) 

3. Requirements for the BPA Sessions

For the Introduction to BPA on Day 1:

Facilities requirements:

· Seating for all participants of all BPA sessions

· Video projector and screen

· Sound reinforcement, if the room is large

Limits on attendance:  No limit on attendance for this session

For BPA Information-Gathering Sessions:

Facilities and supply requirements:

· Conference room with conference table and chairs

· Video projector and screen 
· Seating for up to 12 persons

· Name cards for participants (blank card stock)
These items may already be available from the HR BPA sessions conducted in October:

· Flipchart on easel 

· Extra flipchart paper 

· Flipchart markers in black and one other color

· 6 pads of 3” x 5” 3M Post-it Notes in assorted colors

· 3 pads of 3”x 3” 3M Post-it Notes in assorted colors

· Masking tape

· Black or blue Sharpie fine or medium point marking pens

Limits on attendance:  BPA sessions need to have a minimum of 4 participants plus SunGard Higher Education personnel and not more than 12 participants plus SunGard Higher Education personnel.  These are focused discussion groups.  With fewer than four persons, there is not enough diversity of opinion.  With more than 12, it becomes difficult to engage all participants fully in the discussion.
4. Purpose

· To define current state processes in order to complete a business process and provide implementation/process recommendations for future state

5. Desired Outcomes

· Completed interviews for each agenda topic
· Completed process models for each agenda topic
· Data and input to complete the recommendations
6. Agenda Topics 

Day 1 – Tuesday, November 11
	Topic
	Time

	Introduction to Business Process Analysis (first on-site visit only)

Suggested participants:  Personnel who will be participating in any of the Finance BPA information-gathering sessions

	8:30 – 9:30

	Managing Financial Operations (at the level of the General Ledger)

Suggested participants:  Accounting Personnel who work with the Operating and General Ledgers; Cashiering; Budget Office; Payroll; Information Technology representative; Department Budget representative
Topic may involve some of the following:

· Chart of Accounts development

· User security – creating and maintaining user accounts and passwords

· Feeds from subsystems (automatic and semi-automatic)

· Billing and receivables 

· Recording receipts – including manual entries

· Recording disbursements

· Reallocating expenses 

· Recording journal entries – including manual entries 

· Recording encumbrances

· Reconciling Banks

· Reporting transactions to governmental authorities

	9:30 – 12:00

	Lunch
	12:00 – 1:00

	Managing Miscellaneous Non-Student Accounts Receivable

Suggested participants:   Accounts Receivable personnel and representative(s) of any departments who may bill others for goods or services provided; Information Technology
	1:00 – 4:30


Day 2 – Wednesday, November 12
	Topic
	Time

	Procuring Goods and Services

Suggested participants:  Purchasing Department personnel, including Purchasing Director and Buyer(s); Central Receiving Department personnel; Accounts Payable personnel; Accounting personnel (with knowledge of how A/P transactions find their way into Finance system) and representative(s) of Departments who make frequent purchases of goods and services; e.g., Physical Plant or Departments that acquire high volume of lab supplies and equipment; Information Technology representative


	8:30 – 11:30

	Lunch
	12:00 – 1:00

	Paying for Goods & Services (Accounts Payable)

Suggested participants:  Accounts Payable personnel; Accounting personnel (with knowledge of how A/P transactions find their way into the Finance system); Information Technology representative

	1:00 – 2:30

	Managing Grants and Sponsored Projects 

Suggested participants:  Sponsored Project and General Accounting personnel; Business Manager or Project Director representing Departments with substantial sponsored project operations; for example, research contracts or contracts with government or industry for training; Information Technology representative

	2:30 – 4:30


Day 3 - Thursday, November 13
	Topic
	Time

	Managing Financial Operations

· Finalize and wrap up topic from Tuesday, November 11.
Developing and Controlling the Budget

Suggested participants:  Budget Office and representative(s) of departments (such as HR) who participate in developing and adjusting the budget; Information Technology representative.
	8:30 – 11:30

	Lunch
	12:00 – 1:00

	Open Topic (TBD)

· Process to be determined by FHDA staff

    and/or
· Catch-all from previous topics

	1:00  – 4:30
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