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Introductions

• Tom Nunn, President, Tom Nunn Consulting, LLC. Executive coaching & 
industry focused growth strategies  

• Natalie Valerioti, VP of Finance, Talent Group, Houston TX

• Abhijit Bhatt, Global Head – Corporate Functions, Intelliswift Software, 
San Jose, CA

• Scott Poliziani, CFO – SSI People, Pittsburgh, PA



Today’s Format

• Review Best Practices for Various Topics
• Our Panelists Will Review How They Approach 

& Share Ideas
• Use Chat Tool for Questions
• Will Try To Leave Time at the End for Q&A



Today’s Topics
• Time Sheet Collection & Payroll
• Onboarding & Managing Consultants
• Accounts Receivable/Managing DSO
• Commission Processing
• Monthly Close
• Depth Chart
• Systems & Process Map
• TechServe Tools



Time Sheet Collection & Payroll

• Time Sheet collection process
• Time sheet import tools
• Submitted vs approved time 
• Exempt/non-exempt & OT compliance
• PEO vs Full-service payroll providers
• General overview of an efficient process



Onboarding & Managing Consultants

• Who coordinates - consultant care team, other
• Tools to track & manage
• Integration with CRM/ATS
• Typical holdups
• Background checks
• Consultant life cycle 

• Using Consultant Care as a differentiator



Accounts Receivable/Managing DSO

• Proper aging and collections
• Credit checks
• PO adherence and tracking
• Management oversight & escalation

• Days Sales Outstanding formula:
(Accounts Receivable at end of period being measured Divided by Total Sales for the 
same period) Times Total  Number of Days in Period



Commission Processing
• One plan vs. multiple plans 
• Avoid exceptions
• Model path for 3-6 months when plans change
• Typical burdens
• Claw backs & right of offset
• Treatment when producer leaves the firm
• Tools & automation
• Other Best Practices



Monthly Close: Efficiency Tips
• Understand what goes into it - Create a critical date schedule 

identifying tasks that are needed to be completed to close a 
month and stick to deadlines.

• Stay on your timesheets (your biggest variable each month).  Be 
relentless with reminders to enter and approve.

• Accept it will not be perfect - but close enough to 1-2% margin of 
error.

• Utilize tools and automation - Set up recurring vouchers/journal 
entries for things that are the same every month.



Monthly Close: Efficiency Tips
• Schedule a Monthly Close Meeting with executives - put it on the 

calendar for every month for the entire year and stick to it.
• Understand what is most important and ensure everyone you rely 

on understands as well. If everyone understand the "why" it's easy 
to get onboard with the "how".

• Spend time figuring out why things get stuck and change the 
people or the approach

• Document your processes for each item on our critical date 
schedule to ensure coverage if someone is out.



Depth Chart
Color Codes: Name Column Primary person doing function today and considered fully proficient

Name Column Primary person doing function today and still training so needs assistance
Name Column Back up who can perform the function and is fully proficient
Name Column Back up who can perform the function but needs more  training or assistance
SLA Column Service Level defined and routinely hit
SLA Column Service Level not defined or defined and not routinely hit
Efficiency Column Automated and/or happy with efficiency of the function
Efficiency Column Process is manual and/or inefficient and needs work to optimize

Category Task
Description (if 
needed) Name Name Name

Level of 
Efficiency

Priority To 
Cross Train 

A/P Vendor Invoices Validation and entry
A/P Aging Validation and timing
A/P Payments Entry

A/R ACH Receipts Validation and entry
A/R Cash Receipts Validation and entry
A/R Aging Validation and timing
A/R Collections
A/R Client Credit Checks
A/R Corrections Validation and entry

Support Depth Chart


Ops additionals 2021

		Support Depth Chart

		Color Codes:		Name Column		Primary person doing function today and considered fully proficient

				Name Column		Primary person doing function today and still training so needs assistance

				Name Column		Back up who can perform the function and is fully proficient

				Name Column		Back up who can perform the function but needs more  training or assistance

				SLA Column		Service Level defined and routinely hit

				SLA Column		Service Level not defined or defined and not routinely hit

				Efficiency Column		Automated and/or happy with efficiency of the function

				Efficiency Column		Process is manual and/or inefficient and needs work to optimize



		Category		Task		Description (if needed)		Name		Name		Name		Level of Efficiency		Priority To Cross Train 

		A/P		Vendor Invoices		Validation and entry

		A/P		Aging		Validation and timing

		A/P		Payments		Entry



		A/R		ACH Receipts		Validation and entry

		A/R		Cash Receipts		Validation and entry

		A/R		Aging		Validation and timing

		A/R		Collections

		A/R		Client Credit Checks

		A/R		Corrections		Validation and entry



		Banking		Account Reconciliation		Monthly statement reconciliation

		Banking		ACHs

		Banking		Stop Payments

		Banking		Line of Credit		Advances and payments

		Banking		Cash Management



		Benefits		Selection/Design/Open Enrollment

		Benefits		Paycor - Manage Benefits		Set up of Open Enrollment, add documents for reference, manager site

		Benefits		Entry		Portal management, elimination timing and qualifying events

		Benefits		Reconciliation		Monthly statement reconciliation and individual adjustments

		Benefits		PR Deductions		Healthcare and 401k

		Benefits		Healthcare Orders		Processing and notification

		Benefits		Payment

		Benefits		401k		Portal management, elimination timing and changes

		Benefits		geneal communications		communication to staff about the plan, email for eligibility, plan questions



		Commission		Entry		Total maintenance to Access commission system (job and rep entry, plan application)

		Commission		Reporting		Weekly spreadsheets

		Commission		Payment		ADP entry and management

		Commission		Bonuses		Application, tracking and payments



		Depreciation		Entry		Asset entry

		Depreciation		Deprecation		Asset depreciation and posting



		Expenses		Contractor Entry		Validation and entry

		Expenses		Contractor Payment		Entry

		Expenses		Staff Entry		Validation and entry

		Expenses		Staff Payment		Entry



		Invoicing		Entry

		Invoicing		Distribution

		Invoicing		Corrections		Hour reconciliation post invoice

		Invoicing		Disputes		Hour reconciliation post invoice



		Reporting		Weekly		Revenue, GM and headcount

		Reporting		Monthly		Revenue, GM, headcount, expenses, net income and trends

		Reporting		Quarterly		Revenue, GM, headcount, expenses, net income, trends and forecasts

		Reporting		Annual		Revenue, GM, headcount, expenses, net income, trends, forecasts and budget

		Reporting		CPA Reporting		Revenue, GM, expense and income reporting



		Taxes		Sales Tax/CAT Tax		State by state determination, entry and payment

		Taxes		Income Tax		State and federal estimates and filings



		Payroll		Contractor Set up (New Hire Email)		Paycor

		Payroll		Contractor Documentation		Paycor

		Payroll		Contractor Pay data		Paycor

		Payroll		Overtime Management		State by state application and resolution 

		Payroll		Disputes		Employee hour corrections

		Payroll		Wage Orders		Processing and notification - via Bullhorn change request

		Payroll		EE Advances		Approval and management - notification comes from HR, then payroll updates system

		Payroll		Funding		Cash availability management

		Payroll		Process Payment

		Payroll		Terminations		Paycor

		Payroll		Unemployment documentation

		Payroll		Workers Compensation Insurance



		Time		Collection

		Time		Entry		Set up of time clock access - Bullhorn Backoffice

		Time		PTO Accruals		Paycor Set up

		Time		PTO Accruals		State by state application and tracking - Legal side



		Field Support		Jason's Expenses		review, entry of mileage, edit entries, submittal

		Field Support		Resume Formatting/Letterhead		Re-formatting candidate resumes and putting on letterhead for client submissions

		Field Support		Job Postings		Update teams on current utilization/available use, make requested changes on job boards

		Field Support		Staffing Calendar		Owning boards, COB, targeting, and one-off meetings invites (through Staffing Calendar)

		Field Support		Zoom Meetings		One-off scheduling of video calls for team

		Field Support		Sales Support Data-Gathering		Ex. Book of Lists projects, contact searching, tearsheet projects for production team (one-off)

		Field Support		Company-In		Reserve/prep room, refreshments, documents, hosting/greeting, etc.

		Field Support		Advisory Board Meeting Set Up		Reserve training room, food, drinks, any other considerations

		Field Support		Staples/Printing Needs (local)		Collaborating on best location for pick-up, going to pick up the item

		Field Support		Holiday card prep		Holiday card lists/targets - addressing, mailing, executing on plans for holiday outreach

		Field Support		Gifts (external)		Brownie points, small-one offs--for clients getting promotions, panelists, etc.

		Field Support		Gifts (internal)		employee birthdays, anniversaries, other significant events

		Field Support		VMS management

		Field Support		Monday KPI Report		report in Staffing Team / General 

		Onboarding-Internal		Onboarding plan creation

		Onboarding-Internal		Signature pickers		creation and user adoption

		Onboarding-Internal		LinkedIn Content		user adoption

		Onboarding-Internal		Swag		Order new polos for new hires

		Onboarding-Internal		Computer/MS account set up

		Onboarding-Internal		Phone number assigned		Assign phone, phone number, passwords, train employee on using phone, mobile app, etc.

		Onboarding-Internal		Background check/drug screen		Launch/monitor progress of Background Check/Drug Screen in CrimCheck

		Onboarding-Internal		Send Paycor invite - Send New Hire Checklist

		Onboarding-Internal		Set up Bullhorn/TextUS		Define set up

		Onboarding-Internal		Staffing team tools		LI rec, DICE, CB - define - is this licensing, set up, training

		Onboarding-Internal		Desk set up		Supplies, swag, nametag, etc.

		Onboarding-Internal		Paycor set up after day one		PTO, manager, pay, division, access

		Onboarding-Internal		Business Cards

		Onboarding-Internal		Virtual Backgrounds



		Offboarding-Internal		Exit Interview

		Offboarding-Internal		Notice of Separation 

		Offboarding-Internal		Benefits shutdown		define

		Offboarding-Internal		401K closeout		define

		Offboarding-Internal		Non-compete reminder letter post 2 weeks term

		Offboarding-Internal		Reassign field tool licenses (BH, CB, LI, DICE)		internal it should own licensing and assignment

		Offboarding-Internal		Term MS365 account/Forward emails

		Offboarding-Internal		Forward phone		Edit user's Vonage profile to forward incoming calls to designated user (assigned by manager)

		Offboarding-Internal		Pack desk		If applicable, gather personal belongings to mail/return to offboarded employee

		Offboarding-Internal		Retrieve tech equipment		latop, monitor, keyboard & mouse, other

		Offboarding-Internal		Retrieve building keys/pass card

		Offboarding-Internal		Remove from Outlook distribution lists		this happens when the MS 365 account is turned off



		Compliance		Onboarding Email		Initial email to candidate upon accepting offer - outline onboarding process & next steps

		Compliance		Bullhorn Employment Documents		Verify/Approve (send, if needed) Consultant App, References, Consultant Agreement & Addendum

		Compliance		Background check/drug screen		Launch/monitor progress of Background Check/Drug Screen in CrimCheck

		Compliance		I-9 Verification		Schedule as a result of onboarding email - complete verification by end of day 3 of employment

		Compliance		Onboarding Meeting		I-9 verification, go through benefits, explain Paycor (payroll) vs. Bullhorn (time reporting), expectations, perks, etc.

		Compliance		Compliance Update (daily)		Daily Email to production team and leadership, outlining placements w/ pending compliance items

		Compliance		Verifying compliance prior to start date		Checking pending placements and follow up with team as necessary to avoid credit withholding

		Compliance		Monitoring progress of client documents/contracts		After sending client documents, remaining up-to-date on status and pushing for execution

		Compliance		Credit compliance monitoring		Checking starts daily for completed application, references checked (or exception), notifying team/leadership if credit is withheld, watch/follow up on remedy

		Compliance		Change request		Managing change requests as the team submits, approving and ensuring system updates properly

		Compliance		Placement approvals

		Compliance

		Contracts		COI tracking		In BH

		Contracts		CSA and Direct Hire contract tracking		Spreadsheet

		Contracts		Contracts negotiation		New guardrails being set

		Contracts		NDA creation and tracking		Requested by production team, create and follow through execution/saving in Bullhorn

		Contracts		CSA/Direct Hire Fee Agreement creation		Requested by production team, create and follow through execution/saving in Bullhorn

		Contracts		Consultant and IC Agreement creation and tracking

		Contracts		Information Security Addendum

		Contracts		SOW creation

		Contracts		RFP reponses

		Marketing		LinkedIn Management		Content creation, posting, reporting, growth strategy, etc.

		Marketing		Google My Business Management		Managing profile, reviews

		Marketing		Website Management (Design/Content)		Adding content, events, analyzing, reporting, SEO strategy

		Marketing		Website Domain/Hosting/DNS		Any technical changes, domain names, DNS records (any changes needed will move through a change request process)

		Marketing		Event Management		Internal communications, external communications, email campaigns, swag, booths, etc.

		Marketing		Webinar Management		Internal communications, external communications, email campaigns, registration, visuals, etc.

		Marketing		NPS (not sure which category this belongs under)		scheduling, creating surveys, sending, reporting

		Marketing		Swag Management		curating items, orders, vendor management

		Marketing		Swag Management for field use		Market leader should order from online store

		Marketing		Content		creation of 1-page marketing slicks, case studies, graphics, banners, etc.

		Marketing		Corporate Awards		Research, application, internal/external communication, promotion if applicable

		Marketing		Glassdoor Management		Review outreach, manage reviews and respond

		Marketing		Corporate PowerPoints		team meetings, The Circuit, Conferences, etc

		Marketing		Constant Contact Management		updating/uploading contacts, email campaigns

		Marketing		Corporate Campaigns

		Marketing		Print Collateral		creation, vendor sourcing, 

		Marketing		Sales Association Subscription Management		Book of Lists, Chamber of Commerce



		Communication		Weekly Corporate Update		creation, sending

		Communication		Holiday Closures		creation, sending

		Communication		Company quarterly calls / other company wide meetings		send calendar invite

		Communication		Cadence for company communications

		Communication		Team Vernovis Update		Monthly newsletter - creation, sending

		HR		Federal and State EE law

		HR		Benefits selection and Open Enrollment

		HR		Benefit annual notifications

		HR		Benefit questions from staff

		HR		COBRA Maintenance		define

		HR		Administer benefits (add/terminate benefits)

		HR		FLMA

		HR		FLSA

		HR		Performance Management/HIP graphs

		HR		Promotion managment

		HR		Training creation, documentation, tracking

		HR		TL

		HR		Emergenetics

		HR		Handbook creation and updating

		HR		Termination policy and tracking

		HR		Internal sourcing, tracking, hiring

		HR		Talent Retention

		HR		People programs

		HR 		Crisis management

		HR		Internal engagement		pop up events, desk drops

		HR		Employment Verification - internal

		HR		Employment Verification - Consultants



		HR - Consultants		Team Vernovis Program

		HR - Consultants		Birthday cards		Gather cards for the month's birthdays at beginning of month and mail to consultants

		HR - Consultants		Events/Happy Hours

		HR - Consultants		Individual communication/QC		Reaching out to individual consultants to briefly catch up/make them feel part of our team

		HR - Consultants		90-day emails/greetings		Communication on/around 90th day of employment, send $5 Starbucks virtual gift card

		Legal		EE law adherence - State and Local

		Legal		Business Insurance - COI managment

		Legal		Partnership agreement creation and tracking

		Legal		General risk oversight for new law

		Legal		I-9 audits

		Legal		Subpeona fulfillment/discovery fulfillment

		Legal		Bankruptcy

		Legal		TechServe Alliance

		Facilities		Check Mail box - Cincinnati Office

		Facilities		Maintenace - Cincinnati office

		Facilities		Supplies - Cincinnati office

		Facilities		Maintain leases and notices

		Facilities		Maintain federal EE signage

		Facilities		Copiers/Printers

		Facilities		Shred bin maintenance

		Facilities		Office Cleaning

		Facilities		Answering phones

		Facilities		Training room reservations

		Facilities		Answering front door

		Facilities		Unlocking/Locking Front Door

		Facilities		Receiving/Distributing Packages

		Technology		Trouble shooting with laptops and monitors on site

		Technology		Phone system trouble shooting on site

		Technology		Headset trouble shooting on site

		Technology		Conference room equipment

		Technology		Distribution list creation

		Technology		Bullhorn

		Technology		TextUS

		Technology		Job boards (LI, CB, DICE)		Owning licenses, changes, point of contact for reps

		Technology		Posting Jobs

		Technology		Paycor

		Technology		Paycor Recruiter

		Technology		CrimCheck

		Technology		Zoom

		Technology		Constant Contact

		Technology		KnowBe4

		Technology		Adobe/Adobe Sign/Adobe Creative Suite
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Systems & Process Map



TechServe Tools
• ComplianceHR
• Legal Services
• Insurance (Commercial and Benefits)

• Peer to Peer Networking
• Roundtables

• Executive Forum

• Model Contracts
• Webinar Library
• Online Learning Center



TechServe Alliance Executive Summit 2023

Nov. 14–16, 2023
The Ritz Carlton, Amelia Island, FL

https://events.techservealliance.org/2023

Nov. 14–16, 2023
In partnership with

the Society for Information Management (SIM)

Enhanced Client Prospect Opportunities
The Summit will be held in conjunction with SIM's leadership conference 
TechExec 2023, bringing CIOs, CTOs, technology leaders, and Senior 
Procurement Professionals from some of the largest U.S. companies, offering 
unparalleled networking and collaboration opportunities during joint general 
and breakout sessions.

Strategies and Tactics Empowering Technology Staffing 
Firms to Succeed in a Dynamic Environment
As in the past, TechServe Alliance Executive Summit will deliver keynotes, 
breakout sessions, and roundtables that address the unique business needs of 
the Technology Staffing & Solutions firms.

Registration is Open!
This year at the Executive Summit:

https://events.techservealliance.org/2023


Finance and Operations:
Best Practices

to Grow Your Staffing Firm

Wrap-Up & Thank-you!
• Tom@tnunnconsulting.com

• spoliziani@softwarespecialists.com

• natalie@talentgroups.com

• abhijit.bhatt@intelliswift.com

mailto:Tom@tnunnconsulting.com
mailto:spoliziani@softwarespecialists.com
mailto:natalie@talentgroups.com
mailto:abhijit.bhatt@intelliswift.com
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