
Sponsor Meeting #1 

Date/Time: 23 August 2013/6pm 

Venue: ING Bank  

Attendees: Zoey Teo 

El-Malique Ghazali 

Chee Mei Hui Nicole 

Pooi Ching Png 

Hoe Bing Huan Dex 

Matthias Bertl 

Tam Chee Hong 

Agenda: Understand requirements of the system to be created for Procurement department and their 

current process 

 

Topics of 

Discussion 

Content 

Current 

Process 

Functional Owners request for procurement using Procurement Approval Form (PAF). This 

form is passed around the departments. 

 

Excel-based Procurement Activity Calendar (PAC) includes details in PAF and financial 

metrics of Procurement department, details from PAF are manually transferred to PAC. 

 

Problems with using Excel:  

- Anyone can edit the data, and there is no proper logging system to track edits 

- A lot of time is also wasted in manually tracking team members’ KPIs. 

- Procurement functions are now causing bottlenecks of many projects, with delays for 

up to a month. 

Requirements System for Procurement department  

 

Able to track new entries and edits to the data, as well as creators of new data and edits 

 

1. The data need not be stored in excel, can be stored anywhere. 

2. Have a front end where people can key in fields to the table.  

3. System must track purchase activities 

4. What do we buy?  

5. How much savings do we get? 

6. How long is the project? 

7. Who is in charge of the project? 

8. All the functions that can be done on Excel should be done in our system. 

9. PIN to sign in (there is no need for 2 factor authentication as no transactions are 

carried out, so it’s too troublesome) 

10. System must need to cater for more than 1000 rows of entry each year 

11. System should also automate the process where ppl submit requests for procurement, 

as well as the approval process  

12. Users can generate reports into an excel form (this should be customizable: they can 

choose the fields they want, the area etc. like in excel sheet; users with different rights 

can generate different kinds of reports) 

13. Fields can be changed for different projects 

14. Comply with IT policies 



15. Audit log (to show who edit what)  

16. Notification to external departments (legal dept, that’s quite tricky) not needed 

17. Notification only for procurement people (like email notification when a project is 

assigned) 

Adoption Used by ING Bank (Asia Pacific Region). If the product is good, they will introduce it to be 

used globally.  

Supplier 

Management 

How do we find vendors?  

- Subject matter experts will suggest 

- Or google for new vendors 

- Vendors do come 

- Not possible to put database of recommended vendors (we don’t have that amt of 

volume for a fixed vendor) 

- Hard to get static list 

 

Isn’t supplier evaluation like a database of vendors? 

- Not a list of preferred vendors 

- Rather tracking of all vendors performance (track record) 

- Don’t mind this 

 

Email to rate vendor at the end of each buy 

 

Requirements of vendors 

- Corporate background (where they’re registered, financials, owner of company, any 

law suits etc.) – they have a system to help them check 

 

How to decide who to use? 

- Decisions are usually by functional owners (many factors; might be reliability, size of 

company) 

Manpower After FO creates a proj, who decides which domain it should go to? 

- Label the project 

- There is no fixed person doing the project 

- Currently it depends on who has free capacity (just by asking everyone) 

- Make it a pick up (assign to yourself) 

- Can assign or re-assign 

 

Staff handle multiple projects at a time, depending on the urgency 

 

Hierarchy is quite flat, domain managers report to Matthias 

Outsourcing Before we get contract, how do we know whether the contractual value is above $50k?  

- From experience they fill up PAF form 

- If above $50k need 3 quotes (According to market rate, from 1st quote. Or from 

previous contract) 

- (doesn’t rly follow the process flow we have) 

- If >$50k, auto check if there’s 3 quotes, else, explain why 
 

Supplier evaluation 

- Contractual value 

- After which, system check if above or below $50k 

 

Outsourcing  

- Parallel process 



- Will need to fill up separate form 

- After fill PAF form, or as determined by procurement, see if it’s outsourcing 

- If it’s outsourcing, 3 forms to fill up. They need to sign off and get back to us 

- The rest of the process will still continue (may be at diff speed) 
 

Testing 

Procedures 

How do we test it because we have to liaise with other depts? 

- Arrange with networking 

- We can bring in a prototype for our application 

Others Link to Active Directory– we need to link up with the networking side. Using Microsoft (For 

login they use outlook, HPSM, then they will read your login then auto-login) 

 

Deployed on Intranet 

 

Internet browser: IE8 (think?), flash requirement – we shall try to stick with HTML5 

 

They will not log in from home (not likely, unless we want to do so, see what’s the challenge 

of doing that) 

 

Should work regionally.  

 

Asia: 5 procurement, 3000 staff (but shouldn’t have a lot of concurrent users) 

 

Rep office in 10+ countries, as far as ula bata 

 

Record down a signature from the CIO for the final step of the PAF form. (but managers may 

not want to sign up to this system. Unless we can do something like letting them click 

something in an email sent to them, and our system can know which project it is. Can allow 

them to reply using BB that will be good) 

 

At the end, they want to be able to print out PAF form and say that it’s approved 

 

 

The meeting was adjourned at 7.30 pm. These minutes will be circulated and adopted if there are no 

amendments reported in the next three days. 

 

Prepared by, 

Zoey 

 

Vetted and edited by, 

Nicole 

 


