CLICK ON THE GREY FIELDS AND BEGIN TYPING




Appendix A

Implementation Plan




Task Name
Responsibility
Date commenced
Date completed






1. Set Your Goals
 
 
 

Analyse current workload, processes and internal costs
 
 
 

Analyse historic expenditure- identify purchases for PC
 
 
 

Estimate potential savings
 
 
 

Evaluate environment for change
 
 
 

Present case for introduction of Purchasing Cards
 
 
 






2. Build Internal Support
 
 
 

Identify potential stakeholders
 
 
 

Initial communication to stakeholders
 
 
 

Confirm acceptance to proposals
 
 
 






3. Create an Implementation Team
 
 
 

Select Implementation Team & Project Manager
 
 
 

Select Administrator
 
 
 






4. Develop an Implementation Plan
 
 
 

Translate goals into implementation activities
 
 
 

Plan migration to purchasing cards
 
 
 

Agree performance measures & project success criteria
 
 
 

Research & develop project elements
 
 
 

Review implementation plan with stakeholders
 
 
 

Determine milestones for each phase of the plan
 
 
 






5. Enrol Suppliers
 
 
 

Obtain supplier analysis
 
 
 

Determine level of capability required
 
 
 

Segment suppliers by importance, timing etc
 
 
 

Identify capability of suppliers
 
 
 

Communicate information to Implementation manager
 
 
 

Decide on supplier communication strategy
 
 
 

Implementation manager to submit corporate list to Streamline
 
 
 

Hold supplier seminar if required




Streamline contact strategy commences
 
 
 

On going review/update
 
 
 






6. Open Account with RBSG
 
 
 

Determine cardholder limits re credit line
 
 
 

Apply for credit line
 
 
 

Complete Agreements with RBSG
 
 
 

Determine payment method
 
 
 

Determine MI reports & delivery
 
 
 

Distribute cardholder application forms
 
 
 

Determine cardholder limits/MCG blocking
 
 
 

Remit application forms/ agreements to NatWest
 
 
 

Task Name
Responsibility
Date commenced
Date completed






7. Establish Policies and Procedures
 
 
 

Determine cost allocation process
 
 
 

Establish purchasing card administrative procedures
 
 
 

Develop a bespoke user guide (if required)
 
 
 

Create internal cardholder agreement form (if required)
 
 
 






8. Create Communication and Training Materials
 
 
 

Identify who will be affected by Purchasing Cards
 
 
 

Design a communication plan for each group
 
 
 

Create communication materials
 
 
 

Train administrator
 
 
 

Train accounts team re cost allocation process
 
 
 






9. Begin Project Roll-out
 
 
 

Receive the Purchasing Cards
 
 
 

Train cardholders
 
 
 

Distribute cards to cardholders
 
 
 

Ensure suppliers are in place
 
 
 

Set project goals/milestones for each phase of roll-out 
 
 
 

Project live date
 
 
 

Post-Implementation Tasks
 
 
 

Task Name
Responsibility
Date commenced
Date completed

Collect data for quantitative and qualitative analysis
 
 
 

Review project performance with RBSG
 
 
 

Present findings and recommendations to stakeholders
 
 
 

Continue to review and communicate project results regularly
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