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Accounting departments and AP divisions thrive on order and organization. There is 
consistency and comfort in knowing that your numbers have been reconciled and 
balanced, payments are out the door, and outstanding statements have been resolved. 
But what happens if a disorderly emergency becomes the newest team member in your 
AP department? 

A wind storm takes out power in a ten-square-mile radius darkening your headquarters. A 
pandemic circulates through the office, causing extended absences while your employees 
recover. A cyberattack brings down your internal servers.  

All these scenarios could cause your well-oiled AP machine to come to a screeching halt if 
you haven’t prepared in advance. And preparing goes hand-in-hand with planning. 

How? By creating a business continuity plan (BCP) or working through your existing BCP 
line-by-line to guarantee your employees have a blueprint to follow to keep things on 
track during an unexpected event.  

Section 1: BCP Essential Components and Importance 

According to Shine Colcol, a writer and researcher for Safety Culture, a comprehensive 
business continuity plan should include: 

1. A description of each operation/process 

2. A rating of how important/essential each process is to your company 

3. The impact on your company if the 
process is not completed 

4. An outlined recovery strategy that 
will facilitate how to keep the process 
functional 

Forbes council writer Sanjoy Malik, 
also recommends 
addressing the employees, 
or rather the roles needed to 
perform the task you’re 
evaluating.  

No matter how you structure the 
template of your BCP, you need to ensure that it contains simple language that is not 
ambiguous. During a true emergency, your AP team needs clear instructions they can 
follow, whether they’re a lead who has been in the position for years or an AP technician 
who just started with the company last month. 

During times of stress, people might not think as critically as they normally would, so 
documenting each step can save you many headaches trying to fix mistakes once 
things return to a more normal state. Mapping out a hierarchy that details the 
responsibilities of which positions are responsible for which tasks can assist with task 
delegation (Kunkel). Tapping into your company’s job descriptions might aid in sorting out 

Did you know? 

About half of businesses 
surveyed revealed that they 
hadn’t activated their BCP 

when the COVID-19 pandemic 
began (Mercer). 
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what people should be doing, not what they necessarily are already doing. Identifying any 
gaps here determines if you should implement cross-training. 

A business continuity plan is like those fire evacuation maps you see on hotel doors. In an 
emergency, you need to go to X location to find an exit to safety. Although in this case, 
safety is the continuation of essential functions, so your vendors get paid. 

Think of your AP business continuity plan as a roadmap that helps your employees know 
where to go, especially if you, the driver, are suddenly unavailable to direct them. While it 
might be tempting to only focus on documenting high-level processes, is that going to be 
helpful if you have to pull in other accounting staff or temporary workers to cover an AP 
labor shortage? 

Entrepreneur writer Patrick Shanahan points out that the essential function of a BCP is to 
decrease downtime and also provide stability for team members during an emergency. 
So, you’re helping both your company’s functionality and the mental health of your staff 
by carving out the time to make yours as complete as possible. 

In addition to assisting your employees, a BCP is also critical to your vendors. Many 
businesses impact the surrounding communities (“Small Businesses Are a Vital Part of 
Community Resiliency but Often Overlook Vulnerabilities”). Your payment to a local 
vendor might mean the difference between him 
being able to pay his mortgage or keeping the 
lights on while he’s weathering the same storm 
your BCP is addressing. 

Your suppliers might also depend on your 
payment to keep their employees producing 
parts you need to continue manufacturing 
products. You are part of a chain that, once 
broken, impacts every other entity linked to you. 
So, think outside your responsibility of just paying 
the bills and consider that those payments affect 
people’s lives and livelihoods. 

Perhaps you have seen BCP examples that also address the physical components of 
recovering after a disaster, like the mechanics of replacing essential equipment or 
repairing a damaged office space. These are important tasks in their own right, and having 
a blueprint for replacing and repairing things can make the recovery process much 
smoother, especially if you’re standing outside a pile of rubble. However, you may address 
this in a separate document, especially since your physical location likely houses other 
departments that need to coordinate with IT and facility managers to draft a 
comprehensive recovery process. 

Section 2: Creating a Business Continuity Plan  

Once you’ve committed to creating a business continuity plan for your AP department, 
your next step is conducting preliminary research so you have an idea of what to explore 
in your BCP. 

“You are part of a 
chain that, once 

broken, impacts every 
other entity linked to 

you.” 
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Initial Evaluation  
Looking at a blank document that 
you need to turn into an actionable 
business continuity plan or knowing 
you need to revise a plan created 
two CEOs ago can be daunting. Even 
more sobering is the thought that 
your AP department might be 
unable to function. This could make 
lay-offs a reality and cause a domino 
effect with vendors clamoring for 
payment outside your doors. 
However, you can follow a logical 
sequence of steps to take your BCP 
or revised BCP from the drawing 

board to a customized plan that gives 
your AP team guidance and security during an unforeseen event. 

AP Process Questionnaire 
Ready.gov recommends using an AP process questionnaire to gather all nuances of your 
current process, including ones upper management might not know. Distribute this to any 
member of your team who handles AP or is cross-trained to handle AP. To make the 
creation of your BCP easier, you may ask the participants to identify processes that they 
feel are outdated or could benefit from streamlining. Delegate pulling this data together 
to identify common pain points. 

Mine Your Process Docs 
If you’ve kept your process documents, operations manual, and standard operating 
procedure outlines current, consider them the gold standard and a foundational starting 
point when sitting down to draft your BCP. Completing this task also allows you to clean 
up outdated information and may shine a light on processes that staff neglect to 
complete. Prepare to use the results from your AP process questionnaire to fill in the 
blanks if these documents are high level. 

Conduct a Formal Business Process Analysis 
Laying that groundwork in the previous two steps will make creating a business process 
analysis much more straightforward. A comprehensive business process analysis (BPA) will 
lay out every step of your AP process. FEMA defines it as a document that takes you from A 
to Z. Once you’ve created your AP business process analysis, circulate it around to the 
same group you asked to participate in the questionnaire process for review. Expect that it 
might take multiple revisions before you have a BPA that everyone involved in AP agrees 
on.  

Assess the Impact 
Your next step is creating a business impact analysis (BIA) to determine how critical each 
process is to your company. What is the severity of the impact if payments aren’t made in 
time?  
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What will happen if an invoice is mailed to you from a vendor but not received at your 
physical location? Examining the long-term and short-term impact of processes that are 
not executed is essential. If you want to gather some opinions on this preemptively, 
include a section on your AP process questionnaire asking staff to explain why they think 
each task is important. The views between management and staff might differ. Rather 
than using a color-coded strategy, consider rating the severity of the impact on a 

numerical scale. 

Critical Process Identification  
With your business impact analysis in hand, it’s 
time to determine which functions need to be 
kept for your AP department to remain 
operational within the BCP framework. Some 
of these processes might immediately be 
categorized as essential, but you may need to 
put some functions into a “maybe” pile until 
you’ve completed your initial BCP evaluation. 

Examples of essential functions would be any 
stages in the invoice life cycle. An example of a 

non-essential process during an emergency 
might be filing paper invoices.  

Recovery Strategies  
Outlining the strategies needed to recover essential functionality is essential in your BCP. 
For example, where will you pull other team members from if half your AP team is out 
sick? Relocation is another issue that must be considered if work needs to be performed 
on-site. 

FEMA recommends asking questions like: 

1. Who at the ground level, in leadership, or in the executive group is needed to complete 
the function? 

2. What do you need inside and outside the company to perform the function? 

3. What other departments indirectly support this function (e.g. IT)? 

Establishing the answers to these will help you in drafting your recovery strategies. Expect 
that you may continue to revise your essential functions throughout the creation of your 
BCP. Essential functions might also be looked at in the scope of how long the event 
impacts the company. For example, a temporary power outage for 24 hours might not 
delay payments going out the door, but one that lasts a week could have an impact. 

Recovery Team Assignments 
Your AP recovery team assignments might include your controller (in a supervisory 
capacity), your AP manager, and your AP leads. If you’re creating a BCP for your entire 
accounting department, make sure the people assigned to those recovery teams share 
their portion of the BCP while AP does the same. In a worst-case scenario, your payroll 

“A temporary power 
outage for 24 hours might 

not delay payments 
going out the door, but 

one that lasts a week 
could.” 
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manager might need to lend a hand with supervising. Hence, you want everyone within 
the department to have a cursory understanding of the critical tasks to complete. 

Essential Process Resource Requirements 
When determining the recovery strategies needed for the essential functions you 
previously defined, you may want to separate them into tools required, and team 
members required. Knowing how much time is needed or which software is needed can 
help you plan accordingly. When mapping this out, remember to account for things like 
phone access, internet access, and appropriate permissions for key staff accessing 
software. 

An example when looking at the essential function of sending payments out might be: 

 
• Tools: 
✓ Access to ERP 
✓ Check stock/envelopes/postage 
✓ Access to printer 
✓ Access to AP automation software 

 

• Team for Payment Cycle: 
✓ Controller (for final approval) 
✓ AP Manager (for final review) 
✓ AP Lead or AP Technician (for 

processing) 

GAP Analysis 
When conducting your GAP analysis, be ruthless. Any shortfall between or within 
processes should be identified. Once you’ve addressed these in your BCP, delegate 
someone to update your operations manual and SOP to patch the missing pieces. You 
may also conduct GAP analysis during the testing phase, during the table top exercises, 
and during the real-life testing phase. Think of GAP analysis as the toothpick you keep 
inserting into your BCP to make sure it is done baking. 

Further Plan Development  
Put on your doom and gloom hat and brainstorm the worst-case scenarios that could 
affect AP, including ones that are an accepted occurrence, such as tornados if you live in 
Kansas. These can include events that could happen without any prior warning, like a 
cyberattack, and determine whether alternate versions of your BCP might be needed to 
ensure your AP department continues functioning (Kunkel).  

Once you have documented the nuts and bolts processes and recovery strategies, it’s time 
to look at other practical factors impacting how quickly and smoothly you can implement 
your AP business continuity plan. 

Relocation 
If your entire physical location has been damaged or closed, how and where will your 
workers do their jobs? Both the University of Georgia and Ready.gov recommend that you 
pull in IT to determine what resources are available should the need arise. According to 
Mercer’s survey, remote work was the strategy most employed during the pandemic. 
What resources can your IT department tap if the AP department needs laptops? 

Ready.gov also advises that relocating staff to other branches as a temporary solution 
might be viable. Even if there doesn’t appear to be open office space, common areas like 



P a g e  | 6 

 

 Your Guide to Creating an AP Business Continuity Plan   

  

cafeterias can be transformed into temporary workspaces for departments with large 
teams. 

You also have the option to tap outside resources that assist with business continuity by 
providing move-in-ready temporary offices or work trailers. Having at least two solutions is 
highly recommended, as is establishing a 
relationship with a business continuity 
specialist before the need arises. If a 
widespread event happens, they may be 
overwhelmed with requests to take on 
brand new clients. 

FEMA also suggests listing any special 
accommodations needed for relocated 
workers. Examples might include 
ramp/elevator access, adjustable height 
desks, and any assistive technology normally 
used during the work day. 

Manual Process Adaptation  
When developing your BCP, remain flexible in changing any existing manual processes. 
Examples of this would include: 

• Do you really need to stamp paper invoices as paid? 
• Are you open to converting to electronic signatures instead of wet ones?  
• Would it be easier to convert to AP automation prior to an emergency? 

Although some of these changes may make you uncomfortable, consider that tools like 
AP automation systems are an all-in-one solution to making sure your invoices can be 
processed timely, even if they’re not physically in your hands.  

Communication  
The University of Georgia recommends ensuring you have at least two ways to 
communicate with your staff during an emergency to increase the chances of employees 
receiving emergency instructions promptly. Entrepreneur’s Shanahan further 
recommends designating one point of contact—so you could make this your AP manager 
or lead to field questions from department team members and vendors. 

Using social media to communicate and assure employees, vendors, and investors is also 
wise. This communication strategy also allows you to report updates in real-time. 

Plan Maintenance and Testing  
Accepting that your BCP is an ever-evolving document that remains scalable as your 
business grows means you must commit to testing your BCP and maintaining it as 
procedures change. 

Table Top Exercises 
Conducting table top exercises with members of your recovery team and management 
can simulate the logistics that must be addressed during an emergency. For each 
scenario, you also document the time and day it might occur, whether it impacts the 

“…common areas like 
cafeterias can be 

transformed into temporary 
workspaces for 

departments with large 
teams.” 
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entire physical location or company-wide in the event of a cyberattack, and how the event 
impacts the business (“The Importance of Table Top Exercises for BCP”). Responses for 
something that happens at midnight on a Saturday when no one is in the building might 
be quite different than at 10 am on a Tuesday in the east wing. 

To make this spontaneous, write a few different scenarios with 
the necessary details on several pieces of paper and have 
someone draw one. This adds to the spontaneity, mirroring an 
actual event. You may want to mix it up by including both 
man-made events, like a terrorist attack, with natural disasters, 
and make sure you cover at least one of each during each 

table top session. 

Once the scene has been set, all members participating brainstorm the order of the 
actions needed to be taken to ensure employees are safe and accounted for. Also, 
brainstorm how any applicable information has been communicated to all employees, 
vendors, board members, and stakeholders (“The Importance of Table Top Exercises for 
BCP”). Work through the actual steps of your drafted BCP and determine whether they are 
practical during the emergency scenario you are simulating. 

The knowledge gained from these exercises can expose other areas needing revision. 
Don’t limit yourself to just one session. If modifications occur, plan another table top 
exercise to test the new BCP within a few weeks. 

Real-Life Conditions Testing 
When pulling the emergency switch to test your BCP, it might be tempting to do so at a 
time that is a lighter volume for your AP department. That’s fine for your first dress 
rehearsal, but at least one run-through 
should be done under normal invoice 
volume conditions. That is the only way 
you’ll see if your plan can hold up to the 
day-to-day functions critical to keeping AP 
flowing. However, if you choose to conduct 
a test during end of year or audit time, it 
might be a good idea to keep it to one day 
only. 

Ready.gov recommends that if remote work 
is part of your BCP, you frequently have your staff test their remote set-ups at home. Your 
team needs to be able to log onto your network or cloud-based software before they can 
implement any other portion of your BCP.  

Frequency 
Kunkel recommends testing your BCP biannually. This is especially important if your AP 
department is experiencing high turnover. It’s up to you whether you want to inform your 
staff that a test is about to happen. Or, keeping in line with the real-life conditions testing 
suggestions, you may want to make it as unexpected as a real emergency. 
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Roll-Out 
At this point, you likely have a lengthy document that might double as a paperweight. 
Your work isn’t quite done yet, though. Require any newly onboarded staff to attend a 
short orientation highlighting the main points of the BCP and where to navigate to it. Your 
BCP doesn’t do any good if people can’t find it, and storing it in the cloud is a smart option 
in case something impacts your local servers. 

Another recommendation is to encourage your tenured AP staff to review the document 
once a year and sign off that they understand its procedures. This ongoing review means 
more gaps might be identified if a process changed slightly in the previous 12 months. 

Most importantly, be open to suggestions AP team members may present to you. If there’s 
a question about a process, it’s likely something isn’t documented as clearly as it could be.   

Maintenance Revisions 
Once your BCP has been drafted, tested, 
approved by upper management, and 
distributed, you can congratulate yourself on a 
well-done job. Remember to review the BCP 
yourself on at least an annual basis. Events that 
might trigger the revision of your BCP include: 

1. New software 

2. Implementation of AP automation processes 

3. A significant reshuffling of duties or the 
management hierarchy 

4. Opening of new locations 

5. Real-life BCP activation 

Keeping your BCP up to date and actionable is the only way to ensure it does its job when 
the unforeseen happens.  

Section 3: Your BCP and the Invoice 

Life Cycle  
Creating a business continuity plan (BCP) that fully 
integrates into your AP invoice life cycle is essential for 
processing payments on time. Falling short at any of the 
processing stages could mean the difference between the 
lights staying on and having to shut your doors. Isolating 
each processing stage can help you evaluate which critical 
components of your BCP need to be implemented to make 
certain your AP department is functional no matter what’s 
going on outside the front doors. 

“Keeping your BCP up 
to date and actionable 

is the only way to 
ensure it does its job 
when the unforeseen 

happens.” 
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Conducting a business impact analysis (BIA) at each stage of the invoice life cycle is also 
worth your time, as it can direct attention to functions that may not seem essential at first 
glance. As you learned earlier, correctly identifying critical functions is the foundation of an 
effective BCP. 

Submittal and Receipt of Invoices 
Despite your efforts to go green, some of your vendors may still insist on sending paper 
invoices. Environmental and convenience concerns aside, these paper gremlins can be 
difficult to wrangle in the best of times, especially if you’re fine-tuning your paperless 
workflow. If you’re still allowing paper submissions to come directly to your office, you 
could be in hot water during a natural disaster. 

Imagine for a moment something has happened that prevents your physical office 
location from being staffed. If any of your postal mail is sent to that location, it’s either not 
being delivered or piling up at the post office because no one is at the front desk to unlock 
the lobby doors. Unless you have a crystal ball, you don’t know how many paper invoices 
might be in that growing stack waiting for processing.  

You can’t pay for what you don’t have. Determine how to get what you need. 

Your BIA findings at this point may focus on the impact on vendor relations if invoices 
aren’t submitted and received in a timely manner. A vendor on the other side of the 
country who is not experiencing any strain on business continuity may not be empathetic 
to the fact that mail delivery is delayed where you are. Vendor relationships are critical to 
maintain, especially if your business touches on manufacturing or providing any product. 
Production is halted if that relationship grows cold or even sours and you don’t have a 
backup vendor waiting in the wings. 

AP automation is an easy solution to mitigate any disruption in receiving invoices. If your 
system has a portal that allows vendors to submit their invoices electronically easily, your 
AP team can access a continual flow of invoices at their fingertips for processing. And if 
your portal also allows suppliers to see where their invoices are in the processing cycle, 
you’ve just eliminated unnecessary phone calls or emails that tear AP staff away from their 
most critical tasks. If your AP automation system exists in the cloud, you know that your 
invoices are safe no matter what happens to your internal servers. 

Requiring true electronic invoicing from your vendors is another way to sidestep mail 
delivery concerns. However, this strategy does need you to be vigilant about enforcing this 
policy. Unless you're utilizing cloud-based applications, it doesn’t necessarily provide 
peace of mind if your BCP leaps into action because of a cyberattack. 

Invoice Entry 
If you ask most AP professionals burdened with manual entry, they’ll tell you that it eats 
away at any bandwidth to perform other essential functions. Now imagine for a moment 
that a scenario that requires a BCP, like a pandemic, has disrupted your business and 
decreased the number of AP staff you have at your disposal. Or, if your staff are all healthy 
and ready to work, they could be working at sub-optimal levels due to stress. 
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How many team members do you need to stay on top of processing your average AP 

invoice load? 

Knowing the answer to this will help you 
implement solutions that provide warm 
bodies who know how to do the job. Cross-
training can become your best friend here, 
as it increases the chances that you’ll at least 
have some team members within your 
accounting department who can perform 
invoice processing. 

Your BIA research for this processing stage 
might have highlighted the impact 
inaccurate entry causes on the AP front. In 
that case, you need to consider the 
confusion it might cause on the vendor side 
if invoice numbers are transposed, wrong 
amounts are captured, or payments are sent to the incorrect remit address. The last thing 
you need is to untangle inaccurate entries after things return to normal, especially if you’re 
close to the end of your fiscal year. 

AP automation software systems that offer data capture integration could turn the tide, 
especially if you’re looking at the worst-case scenario where virtually your entire AP 
department can’t report for work. This functionality ensures more accurate and quicker 
processing. Harnessing the power of AI can give you some breathing room while you 
attend to other AP functions, like nudging executives and project managers for invoice 
approval and getting payments out on time.  

Reconciliation  
Reconciliation is the cornerstone to validating outlier invoices are legitimate and not an 
attempt to siphon company funds fraudulently. If your company embraces three-way 
matching, you already know the amount of time that can be needed to reconcile. 

Who will ensure each invoice is legitimate if you’re working with a skeleton crew? 

Your BIA likely zeroed in on the significance accurate and timely invoice reconciliation has 
on your AP cycle. One nightmare scenario is having duplicate or triplicate payments flow 
through to vendors. Another is the possibility of fraud if reconciliation is put on the back 
burner. A temporary interruption in business for a few days may not have much of an 
impact on scenarios like these, but consider if the interruption lasts weeks or months, like 
was seen with the pandemic before people returned to work.  

Manual reconciliation requires fingers typing and brains pondering. Eliminating one of 
those components can streamline the process. Many AP automation systems provide real-
time exception reporting, so your AP staff can closely review invoices that don’t fit within 
normal limits. Identifying duplicate payments through AP automation is also more likely, 
especially with data entry capture technology. There’s no opportunity for a well-
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intentioned staff member to transpose the numbers of an invoice or enter an invoice 
under the wrong vendor because they forgot to toggle.  

Approval 
The approval stage of the invoice life cycle may be the most frustrating because it’s 
something your AP team doesn’t have any control over other than reminding authorized 
signers that they have invoices to review. If you’re still relying on paper invoices floating 
from desk to desk, you could be in trouble if there’s no one sitting at those desks during an 
event that disrupts business continuity. One suggestion is to review your current approval 
hierarchy and focus on the approvers who are most often called up to bat. Don’t tailor the 
plan to them specifically but to their positions. What demands might the executive group 
have on them during an emergency? Will project managers be delayed in reviewing 
invoices if they’re coordinating the activation of their department’s own BCP? The last 
thing you want is rushed approvals. 

How do you facilitate seamless approval when those approvers might be scattered at 

home or across the globe? 

Your BIA likely highlighted that approval is a necessary component that pairs with the 
reconciliation of legitimate invoices. It’s the approver’s responsibility to review the invoice 
and verify the amount and the coding before payment is cut. This ensures no overcharges 
occur and helps prevent budget lines from going into the red on specific projects. As 
amazing as your AP team is, they can’t know the details behind every project that 
produces an invoice to be paid. Forgoing the approval 
process to get payment out also opens the door for 
fraudulent activity. What better time to capitalize on 
chaos than when a business is on shaky ground?  

AP automation can be a blessing when integrated 
into your BCP’s invoice approval stage. It supports an 
electronic approval process meaning that approvers 
can sign off wherever they are, even if they aren’t in 
front of a computer if the software has an app. 
Coordinating multiple approvals is a smooth process 
as the system takes care of passing the invoice 
through to the next approver on the chain. Exemplary AP automation systems also allow 
people to communicate in a central location regarding each invoice. No more email 
conversations getting lost or accidentally deleted. Questions, answers, and comments 
move with the invoice from one approver to another, making it quicker for them to 
provide sign-off.   

Payment 
Your BCP can’t neglect the most fundamental function of AP: 
paying invoices and check requests. This may not even cross your 
mind, but how will paper checks be printed, stuffed, and mailed if 
no one is allowed into your office building? Staggering one worker 
going in during the pandemic may have been a solution, but 
things get murky when you don’t have access to that check stock. 

What can you do to 
minimize approval 

delays? 
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One solution is to switch every vendor you can over to ACH payments or P-Card payments 
in the interim. Or you can keep a block of check stock in a company safe deposit box. 
Another option is to outsource your payment processing ahead of time.  

How will you get payments out on time? 

Your BIA likely identified the importance of timely payments from a critical services 
standpoint. Reducing the risk of utilities being shut off, especially if your AP department is 
responsible for paying the bills for other locations, is essential. The lights need to stay on 
wherever workers are able to work. 

 Another point, not any less important, is that late payments or skipped payments can 
damage your company’s credit profile and vendor relationships. This can result in costly 
late fees that your staff has to spend time trying to get credited back, and even worse, the 
revocation of early pay discounts. Vendors may cut you some slack during the initial part 
of a widespread event, but they must also look after their business interests. 

The transparency of AP automation means your team can quickly triage the most 
important payments to get out the door. This leads to a proactive approach throughout all 
stages of the invoice life cycle. And your team can also include this in the notes 
accompanying each invoice if you choose a platform with that functionality, so authorized 
signers know which invoices need a quick approval turnaround.  

Conclusion 
Ensuring that your BCP aligns with each stage of your current AP process means that any 
foreseeable delays or incidents can be ironed out before your AP business continuity plan 
needs to be activated. Revisiting your BCP as processes change ensures that there won’t 
be confusion in the event of an emergency.  

Taking the time to map things out is essential to creating an actionable BCP, not one that 
just looks good on paper. If you haven’t dusted off your BCP in years or haven’t carved out 
the time to start creating one, consider this… 

At least 1 in every 4 businesses never open their doors again after a 

disaster. (FEMA.gov). 

Can your company afford to be one of the unlucky ones or even just fall behind as your 
competition soars through any upset because they made creating a BCP a priority? 

 

Schedule a discovery call today to explore how AP automation can partner with your 
business continuity planning to smooth out the recovery process when weathering the 
storm or keep your company sailing through blue skies. 

  

https://ezcloud.co/call-request/
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Key Points Checklist 
 

☐    Write your BCP using language that anyone starting in the AP department can 
understand. 

 

☐    Include which tasks need to happen and why they’re essential using your AP Process 
Questionnaire, BPA, and BIA. 

 

☐    Conduct table top exercises to explore if all steps have been taken that address the 
safety of your employees and if effective internal and external communication strategies 
are in place. 

 

☐    Test your BCP 1-2 times per year in real-life conditions to identify weaknesses. 

 

☐    Acknowledge that even if you have 100 percent of your staff, they may not be 
operating at 100 percent productivity. 

 

☐    Switch to electronic invoice submittal to ensure mail delivery delays don’t affect your 
AP cycle. 

 

☐    Harness the power of AI to capture invoice details to increase accuracy and decrease 
processing time.  

 

☐     Review AP exception reporting to combat opportunistic fraud during a crisis.   

 

☐     Implement an electronic approval workflow process to ensure approval isn’t tied to      
actual paper.  

 

☐     Explore how AP automation can streamline your workflow, making completing the 
invoice life cycle easier even if team members are absent. 
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About
 

 

EZ Cloud provides a modern and secure Accounts Payable (AP) automation platform that 
brings AP communications, invoice data, and real-time analytics to one easy-to-use portal. 
Integrating seamlessly with existing processes, EZ Cloud uses the latest technology to offer 
AP and finance professionals greater visibility, accountability, and control. Learn more at 

ezcloud.co 

TekStream accelerates clients’ digital transformation by navigating complex technology
environments with a combination of technical expertise and staffing solutions. We

guide clients’ decisions, quickly implement the right technologies with the right people,
and keep them running for sustainable growth. Our battle-tested processes and

methodology help companies with legacy systems get to the cloud faster, so they can
be agile, reduce costs, and improve operational efficiencies. Learn more at

tekstream.com 
 
 
 
 
 
 
 
 
 
 
 
 

https://ezcloud.co/
https://ezcloud.co/

