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This document should be used as a guide in the offline collection of data. APQC cannot accept submissions using this file. Please
contact the APQC helpdesk on osbc@apgc.org for more information about offline submission.

OSBC DATABASE PRIVACY AND PROTECTION OF PERSONAL INFORMATION
Please refer to APQC's privacy statement for disclosures relating to the collection and use of your personal information.

Instructions

Research project structure
APQC OSBC research projects are designed to collect a wide variety of information about your entire organization, with a specific emphasis
on the particular business entity for which the research is being collected.

Each survey is divided into a number of sections, separated by a block of introductory text. The first section contains questions about your
organization as a whole. The second section contains general questions about your particular business entity. Each of the subsequent
sections of the research project presents questions about specific processes and activities in your business entity. Each of these process-
specific sections corresponds to APQC's Process Classification Framework.

Before each section containing process-specific questions, you are presented with a list of components of the PCF. This list identifies which
components of the PCF are addressed by this particular section of the research project. The numbers in the list correspond to the PCF's
unique numbering scheme. Questions within the section will address specific activities for the stated component of the PCF.

Navigation, saving results, and submitting a survey
The survey is presented in pages. Each page has at least one question on it. Each question on each page should be answered. A survey may
also have a question that must be answered in order to proceed. Required questions are identifed by the word "Required" in red letters.

Use the buttons at the bottom of each page to navigate throughout the survey. (To avoid data loss, do not use the browser "Back™ and
"Forward" buttons to navigate through the survey.) As you navigate through the survey using the "Back" and "Forward" buttons, your data
are saved to APQCs secure servers.

The progress indicator at the bottom of each page displays a bar graph and a percentage that indicate your progress in navigating through
the survey. The progress indicator does not account for completed questions, only for your relative position in the survey.

To exit the survey before you have completed all questions, click the Save button at the bottom of the survey page, then close your browser.
The system will present you a link to your particular instance of the survey. Use that link to return to the survey at any time.

Once you have completed the survey, click the Submit button on the last survey page. By submitting your survey results, you will notify
APQC that your data are ready for validation. You will not be able to create, review, update or delete your answers after you have submitted
the survey, so ensure that you have accurately documented your answers before you submit.

Cookies, one browser

The APQC OSBC survey tool uses a "cookie" to associate you to a particular survey instance. Your cookie is unique to the computer you used
to start the survey and is the only key that you have to access your data. Should you lose your cookie, you will be unable to complete the
survey and will need special assistance from APQC. Do not delete your APQC cookies until after you have submitted your survey data.

Because this cookie is unique to the computer you used to start the survey, other users will be unable to contribute results and data to the
survey unless they have physical access to the browser you used to start the survey.

Visit the Browser Setup page for more information about configuring your browser to use cookies.

JavaScript
The APQC survey application uses JavaScript for enhanced validation and usability features. In order to complete these surveys, you must
use a browser that supports JavaScript, and you must have JavaScript enabled. Visit the Browser Setup page for more information.

Printing

To print a copy of the entire survey, you should use the Preview version of the survey. This view consolidates all of the questions associated
with the particular survey onto a single printable browser page. No answers or personal data are contained on the Preview version of the
survey.

As you navigate through the survey, you may print each page to record your answers. There is no facility to review all of your answers on
one page.

Definitions
Each survey has a set of definitions associated with it that are unique to the process grouping covered by the survey. Throughout the
survey, questions may have links to survey definitions.
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Accurate results depend on a common understanding of the terminology used across survey respondents, so take special care to review the
definitions in the glossary thoroughly. Common terms may be defined differently than you expect. When in doubt, contact APQC for
guidance.

Reasonable numbers
The survey asks for a number of detailed pieces of information. If you do not have the exact information that a question asks for, please
provide a reasonable approximation. If you cannot provide a reasonable approximation, please leave the answer blank.

There are questions in this survey that ask for current and historical financial information. This information can often be found in the most
recent financial and annual reports of your organization or from your finance function. For government entities, operating reports and
budgets can be a valuable source. It is important that APQC have this data from you in order to calculate meaningful metrics and provide
you with a robust comparative report against key peer groups. Please contact the OSBC helpdesk if we can be of assistance.

Reporting period

All questions in the survey, unless expressed otherwise, request data from the last complete fiscal year of your organization's or business
entity's operations. Please be sure to provide the end-date of the fiscal year for which you are providing data. If you have any questions
about the reporting period, please contact the OSBC help desk. (Contact information is provided below.)

Question numbers may skip

Occasional changes to the survey may result in the addition or removal of questions. Due to this activity, the question numbers in the survey
may occasionally skip one or more numbers. Furthermore, some surveys will hide questions depending upon answers to previous questions.
If you have any questions about the order of questions in the survey, please contact the OSBC help desk.

Contacting APQC with questions
For any questions regarding the survey mechanics, the survey content, or general survey inquiries, please contact the OSBC help desk via
telephone at +1.800.776.9676 (toll free, U.S. only) or +1.713.681.4020, or via e-mail at osbc@apqc.org.

General Background Questions

Please provide your value responses with no currency marks, thousands separator, or other formatting. Also, a period should be used for a
decimal mark, not a comma (e.g., 1325.23, not $1,325.23).

*76.0010 Please indicate the currency (e.g., US Dollar, Euro, Japanese Yen, etc.) used for monetary responses provided in this survey. This
question must be answered in order to proceed to the next page.

I Chooseone |

76.0020 Provide the end date of the twelve-month period for which your business entity will be providing data. (All questions in the
survey, unless expressed otherwise, request data from the last complete fiscal year of your organization's or business entity's operations.
Pro-rata data are not acceptable, only actual data should be submitted. Please be sure to provide the end-date of the fiscal year for which
you are providing data. If you have any questions about the reporting period, please contact the OSBC help desk on osbc@apgc.org.)

Period end date
Year Month

I Chooseone | I Chooseone |

76.0030 What is the number of all employees (temporary, part-time, and full-time) at your business entity?

number of employees (headcount)

76.0040 What is the total number of ETEs at your business entity?

number of FTEs

76.0050 What is the total annual revenue for your business entity? If your business entity is a support unit such as a shared services
center and, therefore, does not directly generate revenue, then provide the revenue amount for the units/business entities you support.

total annual revenue

76.0060 What is your business entity's total annual selling, general, and administrative (SG&A) cost? Include all compensation and benefits
(excluding incentive compensation), direct operating costs, supplies, maintenance time and expenses, subscriptions, publications, and
related costs.

total selling, general, and administrative cost
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76.0070 What is the total annual revenue for your entire organization? (Note that this question refers to the entire organization rather than
the business entity defined for purposes of this survey effort. For example, the surveyed business entity could be a business unit of a
publicly traded company, in which case this question should be answered as the corporate parent's total annual revenue.)

total annual revenue

76.0080 What is the total annual cost of continuing operations incurred by your business entity? (If your business entity is a support unit
such as a shared services center, then include the costs for the units/business entities you support.)

total annual cost of continuing operations

76.0090 Which of the following best describes the customer strategy for your business entity? (Select only one.)
O Cost leadership

O Product/service differentiation

O Focus on the customer

76.0100 Which of the following statements best describes the role your business entity performs in the corporate organization? (Select only
one.)

O Headquarters
O Shared services center/centralized processing center< label>

O Manufacturing, operating, or business unit

76.0110 Which of the following terms best describes the market conditions in which your business entity mainly operates? (Select only
one.)

O Relatively new, emerging market

O Growth market

O Mature market

O Generally in decline

76.0111 Does your organization use an enterprise resource planning (ERP) system to coordinate key business information, resources, and
activities across the value chain?

O Yes
O No

76.0112 Which of the following best describes your business entity’s compliance with currently accepted accounting standards? (Please
contact your company's financial reporting department for guidance in answering this question if needed.)(Please select only one option.)
O My business entity is currently compliant with the International Financial Reporting Standards (IFRS).

O My business entity is currently compliant with United States Generally Accepted Accounting Principles (US GAAP).

O My business entity is currently converting from United States or local Generally Accepted Accounting Principles (GAAP) to the
International Financial Reporting Standards (IFRS).

O My business entity is currently compliant with local Generally Accepted Accounting Principles (GAAP) other than US GAAP and IFRS.

If you selected other please specify with which standard your business entity is compliant:

76.0120 For each of the following finance function processes within your business entity, how many full time equivalents (FTEs) are
assigned to each process?

Process element Number of FTEs

a. Perform planning/budgeting/forecasting

b. Perform cost accounting, control and cost management

c. Evaluate and manage financial performance

d. Enter, process, and track orders (Manage inbound sales orders)

e. Process customer credit

—h

Invoice customer

. Process accounts receivable (AR)

| Q

. Manage and process collections
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i. Manage and process adjustments/deductions

j. Manage policies and procedures

k. Perform general accounting

I. Perform fixed asset accounting

m. Perform financial reporting

n. Perform capital planning/project approval

0. Perform capital project accounting

p. Report time
d

. Manage pay

r. Process payroll taxes

s. Process accounts payable (AP)

t. Process expense reimbursements

u. Manage treasury operations (Process Group)

v. Establish internal controls policies and procedures

w. Operate controls and monitor compliance with internal controls policies and procedures

X. Report on internal controls compliance

y. Manage taxes (Process Group)

z. Other

aa. Total finance function FTEs

76.0130 What percentage of the total FTEs in question 76.0120 do not directly report to the finance and accounting organization?
(Appropriate values are in the range of O to 100.)

percentage of FTEs

| %

76.0140 Currently, what is the approximate percentage of time spent by the finance function on the following types of activities? (Use the
total FTEs in question 76.0120 identified above as the basis for this assignment. Appropriate values are in the range of O to 100.)

Activity Percent of time spent |
a. Transaction processing | | %
b. Control | | %
c. Decision support | | %
d. Management activities | | %
e. Total (Allocate to 100%) | | %

76.0150 What is your business entity's total annual finance function cost for each cost category included below? (Include costs for all finance
processes listed in question 76.0120. If your entity does not have costs for a category, use a zero.)

Cost category Cost |
a. Personnel costs

b. Systems costs

c. Overh

d. Other costs

e. Outsourced costs

f. Total annual finance function cost
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76.0160 For each of the following functions at your business entity, how are the services delivered to your business entity? (Select one

option for each question in each row.)

ST SRRAGE Outsourced|Combination |Neither
Centers
a. Planning and management accountin
. 2 < o o) o o)
remov nswer
. Order invoi
b. Order to oice o o o o
remov nswer
c. Manage and process accounts
receivable/collections/adjustments/deductions (@] o o O
remove answer
d. Perform general accounting and reportin
g g P g e} e} o e}
remove answer
e. Manage fixed assets
2 o) o) o) o)
remove answer
f. Process payroll
_— o) o) o) o)
remove answer
g. Process accounts payable and expense reimbursements o o o o
remove answer
h. Manage treasury operations
< Vel o) o) o) o)
remove answer
i. Manage internal controls
2 o) o) o) o)
remove answer
j. Manage taxes
. 2 o) o) o) o)
remove answer
k. Other
O O o O
remove answer

If you selected "Other," please specify.

76.0165 For each of the following functions at your business entity, how effective has each delivery model been at reaching desired business

objectives? (Select one option for each question in each row.)

Not Somewhat Extremely
effective effective effective
a. Planning and management accounting o o o
remove answer
b. Order to invoice
o (6] o
remove answer
c. Manage and process accounts
receivable/collections/adjustments/deductions o (@] (@)
remove answer
d. Perform general accounting and reporting o o o
remove answer
e. Manage fixed assets
< o o o
remove answer
f. Process payroll
B o o o
remove answer
g. Process accounts payable and expense reimbursements o o o
remove answer
h. Manage treasury operations
g Y Op 0o 0o 0o
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remove answer

i. Manage internal controls
remove answer

j- Manage taxes
remove answer

k. Other

remov nswer

If you selected "Other," please specify.

76.0170 What is the average cycle time in days to complete the monthly consolidated financial statements at your business entity?
(Calendar days between completing the MONTHLY trial balance and MONTHLY business entity consolidated financial statements.)

calendar days

76.0180 What percentage of your business entity's journal entry line items are processed error-free the first time? (Appropriate values are
in the range of O to 100.)

error free rate

| %

7.0190 What is the average cycle time in days to generate complete and correct billing data at your business entity? (Calendar days
between when an order is processed until the invoice is transmitted to the customer.)

calendar days

76.0200 What percentage of your business entity's customer receipts are processed error-free the first time? (Appropriate values are in the
range of O to 100.)

error free rate

[ o

76.0210 What is the average number of days sales outstanding in accounts receivable for your business entity?

days sales outstanding

76.0220 What is the average cycle time in days to process and approve a payment/disbursement? (Calendar days between receipt of
invoice and when approved and scheduled for payment.)

calendar days

76.0230 What is the average cycle time in days to complete your business entity's annual budgeting cycle?

calendar days

76.0240 What is your average return on the fixed assets managed by your business entity? (Calculate using annual operating income
[revenue, less cost of goods sold, less operating expenses excluding interest and taxes] divided by your business entity's average fixed
asset balance [calculated as beginning fixed assets less accumulated depreciation plus ending fixed assets less accumulated depreciation
divided by two]. Appropriate values are in the range of O to 100.)

average return on fixed assets
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%

76.0250 What is your business entity's average cycle time in business days for the payroll processing cycle? (Business days between the
HR/benefits system cut-off and the payroll transmit date)

business days

76.0260 What is your business entity's average cycle time in hours to reconcile a single bank account from the receipt of bank account
statement through the reconciliation of ending book balance?

hours

76.0270 What is your business entity's average cycle time in hours to initiate, approve, and dispatch a wire transfer?

hours

76.0280 What is the average cycle time in days from the reporting of a control violation until the investigation is completed and
remediation steps/control changes are developed?

days

76.0290 Which of the following best describes the system that your site uses for the process manage cash? (Select only one system.)

Manual/spreadsheet

Internally developed technology

SAP

Oracle (Includes PeopleSoft and other Oracle products)
XRT

iFlex

Sunguard

Treasury Services Provider software

Bank Treasury Management platform

Other cash management system

Not applicable / no system used for this process
Do not know

[eNoNeoNoNoNoNoNoNoNoNo o]

If you selected "Other," please specify.

76.0300 Which of the following best describes the system used in the process perform planning/budgeting/forecasting? (Select only one
system.)

O Manual/Spreadsheet

O Internally developed technology

O SAP (Includes OutlookSoft, SRC, and Cartesis, or other SAP modules, e.g. BI/CPM)

O Oracle (includes Financial Analyzer, Hyperion Enterprise (IMRS), Hyperion Pillar, Hyperion Spider-Man, HFM, PeopleSoft, and J.D.
Edwards, or other Oracle products)

O Cognos (Cognos Planning, Cognos Controller)

O Infor (includes Comshare - Commander FDC, GEAC and Baan)

O SAS Financial Intelligence
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O Computer Associates (including Forest and Trees)
O Other planning/budgeting/forecasting system

O Not applicable / no system used for this process
O Do not know

If you selected "Other," please specify.

76.0310 Which of the following best describes the system that your business entity uses for the process process accounts receivable?
(Select one.)

Manual/Spreadsheet

Internally developed technology

SAP

Oracle (incl. Peoplesoft, J.D. Edwards and other Oracle products)

Infor (incl. GEAC and Baan)

Other system to process accounts receivable

Not applicable / no system used for this process

Don't know

O0O0OO0O00OO0OO0

If you selected Other, please specify.

76.0320 Which of the following best describes the system used in the process process accounts payable? (Select only one.)
Manual/Spreadsheet

Internally developed technology

SAP

Oracle (Includes PeopleSoft, and J.D. Edwards, or other Oracle products)

Infor (Includes GEAC and Baan)

Other accounts payable system (please describe)

Not applicable / no system used for this process

Do not know

O0OO0O0O0O0OO0O0

If you selected "Other," please specify.

76.0330 Which of the following best describes the system used in the process manage payroll? (Select only one system.)?
Manual/Spreadsheet

Internally developed technology

SAP

Oracle (includes Peoplesoft, J.D. Edwards and other Oracle products)

Kronos

O00O0O0
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Ceridian

ADP

Not applicable / no system used for this process
Do not know

Other

O00O0O0

If you selected "Other," please specify.

76.0340 Which of the following best describes the system used in the process perform general accounting? (Select only one system.)

Manual/Spreadsheet

Internally developed technology

SAP

Oracle (Includes PeopleSoft, and J.D. Edwards, or other Oracle products)
Infor (Includes GEAC and Baan)

ACCPAC

Great Plains

Dunn & Bradstreet

CSC Hogan

FiServ

Lawson Software

Microsoft Business Solutions

Other general accounting system

Not applicable / no system used for this process
Do not know

(eNoNeoNoNoNoNoNoNoNoNoNoNoNo e}

If you selected "Other," please specify.

76.0350 Which of the following best describes the system that your business entity uses for the process perform fixed asset accounting?
(Select only one system.)

Manual/Spreadsheet

Internally developed technology

SAP

Oracle (Includes PeopleSoft, and J.D. Edwards, or other Oracle products)

Infor (Includes GEAC and Baan)

Other fixed asset accounting system

Not applicable / no system used for this process

Do not know

O0O0OO0O0O0OO0OO0

If you selected "Other," please specify.

76.0360 Which of the following best describes the system used in the process perform project accounting? (Select only one system.)

O Manual/Spreadsheet
O Internally developed technology
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SAP

Oracle (Includes PeopleSoft, and J.D. Edwards, or other Oracle products)
Infor (Includes GEAC and Baan)

Other perform project accounting system

Not applicable / no system used for this process

Do not know

000000

If you selected "Other," please specify.

76.0370 Which of the following best describes the system used in the process perform capital planning and project approval? (Select only
one system.)

Manual/Spreadsheet

Internally developed technology

SAP

Oracle (Includes PeopleSoft, and J.D. Edwards, or other Oracle products)

Infor (Includes GEAC and Baan)

Other capital planning and project approval system

Not applicable / no system used for this process

Do not know

O0OO0OO0O0O0O0O0

If you selected "Other," please specify.

76.380 What technology enablers do you use for your financial planning processes? (Select all that apply.)
[0 Automated historic data

O Web based data collection

O workflow management

76.0390 What additional finance organization measures would you like to see included in future reports? For a list of current measures,
click here.

76.0400 Please indicate whether your organization would like to discuss the benchmarking results to learn more about reasons for possible
performance gaps.

O Yes
O No

You have reached the end of the survey. You can use the Previous button to review your answers for accuracy and reasonableness. After
pressing the Submit button, you will no longer be able to directly edit your data in this survey form.

In order to obtain a printed version of your completed survey, you will need to print each page before submitting your responses. After you
select "submit"”, you will be unable to print your completed survey.

Please direct all survey-related questions to the OSBC Helpdesk at (800) 776-9676 or e-mail osbc@apqc.org.

76/200806

Copyright ©1994-2010 APQC. All rights reserved. Read our User Privacy Policy.
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