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At O.C. Tanner, we’re recognition experts, not tax or legal advisors. We can share our best practices, but each client situation is unique. Alignment with the right people inside your organization will help ensure a seamless implementation and a successful start to your new recognition program’s invoicing experience.
Instructions
Please review and complete this worksheet in preparation of our Finance Workshop together. Once completed, your project team at O.C. Tanner will review these decisions ahead of our Workshop and come prepared to discuss any sticking points or questions your team has. 
Your finance team will be a crucial partner in decisions around billing models, budgeting, invoicing, taxes, and other financial implications related to implementation. Consider bringing your finance and legal teams together to discuss what’s best for your company when filling out this worksheet.

Will invoices be sent to a single location for payment processing, or will multiple locations need to receive and pay their own invoices?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………
Our recommended best practice for award invoicing is to send a PDF invoice via email to one central location. If you need to bill back to departments, a specific location or billing code can be established up front, and the associated invoices will be processed for easy bill-back purposes. Program implementation, subscription, or other one-time fees may only be billed to one central location.
Will invoices be charged to a central budget or cost centers?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………

Will you be providing PO #s? If so, how many PO #s will you provide?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
If you provide any PO#s which are accompanied by payment verbiage, our contracts team will need to review and determine any potential impact and/or actions.
Is your organization tax exempt? If yes, please provide a certificate per state where your organization is tax exempt. 
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Taxes are applied to merchandise orders based on the state which they are addressed as shipping to.
Typically, O.C. Tanner is set up as a vendor for invoicing purposes. What are your vendor set up requirements?
………………………………………………………………………………………………….
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Vendor set up is required for each O.C. Tanner legal entity that will be used in the program.
Will you be billed for points at time of issuance or at time of redemption?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Bill on redemption: You only pay for awards that are redeemed. Shipping and taxes for a bill on redemption model is not a percentage of the invoice.  
Bill on issuance: You pay for points upfront, and billing occurs as soon as points have been issued to your organization or to your employees. O.C. Tanner determines a fulfillment cost percentage and applies a flat tax.
Points can be expensed at issuance even if billed on redemption. We recommend expensing the points at issuance to be consistent with your budget. Employees can bank their points over several years which can create surprises if points are expensed at redemption.
Will gross up be used to manage the tax impact of the program on employees? If so, what gross up percentage will you use?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Our recommended best practice is to gross-up. Clients typically gross-up by 30-50% in the United States. We recommend discussing gross-up approaches with your legal and tax teams. We provide reporting to show points issued or points redeemed. The reports for issuance will provide the total amount of points issued. The reports for points redeemed will provide a face value amount for gift cards, the selling price, tax, and shipping for you to determine what should be included in the gross-up. Gross up will be managed by your organization internally, independent of O.C. Tanner’s involvement.
Do you have an established tax policy for employee rewards? Will you tax your employees at issuance or redemption?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Program reports (“Payroll Issued Report” and “Payroll Redeemed Report”) are specifically designed to support processing taxes. Tax requirements vary by country and province. Your payroll and tax teams should be consulted to understand the appropriate tax treatment for your organization.
Have you checked state or regional laws regulating how to handle points at employee separation?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
We encourage employees to redeem points before they separate from the company, but you can allow employees who have separated from the company to contact O.C. Tanner to redeem outstanding points. 
We recommend that you work with your legal and finance teams to define a process for employees to redeem outstanding points prior to separation. 
Will global locations be participating in the program? If so, review our Local Solution Invoicing Guidelines document and consider these points. 
You will be billed in the local currency of the O.C. Tanner legal entity where the order is placed.
The O.C. Tanner legal entity is based on the catalog associated with the country indicator for each employee record. 
All invoices need to be directed to a country where O.C. Tanner has a legal entity.
[bookmark: _Billing_on_Redemption][bookmark: _Will_points_be]For countries where O.C. Tanner does not have a legal entity, invoices will be billed in USD, and no sales tax will be included. Your organization will need to self-accrue and remit taxes to that country.

[bookmark: _Will_gross_up]Additional Information
Data and Invoicing
The data we receive determines the information provided on the invoices. For example, location codes, label lines and billing data is used to send information back to you.
Data can also impact the number of invoices you receive. A separate invoice is generated for each O.C. Tanner legal entity, PO #, billing location, and program ID. Data fields such as cost center, manager, and department can be sent to O.C. Tanner on the data file and reported back on each order. 
Shipping and Sales Tax Shipping is charged based on the delivery location, size of the package, and the level of expedited service selected. Sales tax is charged based on the taxes required by the local taxing jurisdiction(s) where the shipment is delivered. 

Prepare for our Finance & Invoicing Workshop
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	DURATION
60 - 90 minutes
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	REQUIRED PARTICIPANTS
· Project Manager / Project Lead​
· Accounts payable / billing contact ​
· Payroll ​
· Sales and Use Tax​
· Accounting / General Ledger representative
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	PRE-WORK
· Complete the Finance Worksheet ​
· Review sample finance reports​
· Review sample invoices​
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	AGENDA
· Invoicing​
· Centralized vs. de-centralized invoicing​
· Timing of invoices​
· Monthly consolidated invoicing – pdf or CSV​
· Billing dashboard – reporting with additional details​
· Purchase order requirements​
· Legal entities  ​
· Budget​
· Central or charged back to cost centers​
· Tax/Payroll​
· When do you plan to tax employees (issuance of points or redemption of award)? ​
· Gross-up ​
· Tax exemption certificates​
· Accounting ​
· When do you plan to expense points? ​
· Vendor set-up requirements​
· Reporting ​
· How does data impact invoicing?​
· What fields need to be reportable?​
· Review standard reporting and discuss additional requirements as needed ​
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	OUTCOME
· Final decisions on:​
· Will invoices be sent to a single location for payment processing, or will each location need to receive and pay their own invoices?​
· Will invoices be charged to a central budget or cost centers?​
· Will you be providing PO #s?​
· Is your organization tax exempt?​
· Vendor set-up requirements ​
· When will you expense points – at issuance or redemption? ​
· When will you tax your employees – at issuance or redemption? ​
· Will you gross up? If so, what percentage?
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