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Accounting Terminology: http://www.nysscpa.org/prof_library/guide.htm

Fair Housing: http://www.hud.gov/offices/fheo/FHLaws/
 Fair Housing Law
 Titles
 Amendments
 Terms

US Government Terminology:
http://www.aidworkers.net/management/military/military-terminology.html
www.dol.gov/esa/whd

Freedom of Information Act:
www.infoprivacylaw.com

Websites:
ERC – www.erc.org/
NBTA – www.nbta.org/
CHPA – www.chpaonline.org/

Publications:
 The Portable MBA Third Edition
 Mobility Magazine – Issue October 2002, September & October 2003, February,
May & December 2004, September 2005, April & July 2006

 Titles of Mobility Articles: Oct 02 “Corporate Housing for the Emerging
Generations”

 Sept 03 “Matchmaking is to Sourcing What Outsourcing is to Success”
 Oct 03 “ Lessons in Lump Sums”
 Feb 04 “Temp Living: Finding the Right Home Away From Home”
 May 04 “Creating Excellence Instead of Mediocrity”
 Dec 04 “Diverse Choices for Temporary Corporate Housing”
 Sept 05 “Lump Sums – The Garlic in Relocation Policies”
 Apr 06 “Creating Great Customer Experiences for Relocating Employees: How
Exceptional Customer Service Can Be Your Competitive Edge – Part 1”

 May 06 “Creating Great Customer Experiences for Relocating Employees: How
Exceptional Customer Service Can Be Your Competitive Edge – Part 2”
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http://www.infoprivacylaw.com/
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Relocation Industry Terms:
www.erc.org/PERC_INTERNATIONAL/info_place_shared/intgloss.shtml#e

 Priority Magazine Issue March – Apr 2005
 Harvard Business School Marketing & Strategy Formulations
 Introduction to Hospitality
 Cash Accounting
 Corporate Choices Fall 2000 – Spring 2006
 Wiley GAP 2002
 Dun & Bradstreet Corporation Foundation Business Education Services Booklet
 "Collections" Copyright 1993
 Direct vs. Indirect Costs Sixth Edition
 Zig Zigler on Selling 2003
 Software Answers Article (to be published in the CHPA Newsletter (Date)

55

http://www.erc.org/PERC_INTERNATIONAL/info_place_shared/intgloss.shtml#e


Tips for Purchasing Software for the Corporate Housing Industry

As anyone in the corporate housing business knows, “the devil is in the details.”
To stay afloat and be successful entails managing an overwhelming amount of detail. In
this day and age and with that quantity of data, the question is not, do I need software to
help me manage my business? The question is – what software do I need?

When purchasing any business-specific software, there are a few basic rules of
thumb to keep in mind:

Choose a reputable vendor
Make sure the software

o Is designed for your industry
o Integrates your business-specific operations with accounting functionality
o Provides robust reporting – both for managing your day-to-day operations
and giving you tools for financial analysis

o Can expand as your business expands
Find out exactly what you will need to support the software (hardware)
Make sure the complete package includes

o Training
o On-going technical support
o Regular updates
o The option to purchase customizations

Weigh the cost of the software (plus hardware) against the benefits it will provide

In this article, we’ll discuss these rules of thumb as they relate to the corporate
housing industry.

Choose a reputable vendor.

Software vendors come and go at an alarming rate. Your best bet is to purchase
software from a vendor who has been around for a while – ideally, at least ten years. A
software vendor with that kind of track record is statistically more likely to be around
for another ten years. Even more important, you can rest assured that a software vendor
that has stayed in business for that long has done so in one way – by developing satisfied
clients.

Check references before making a purchase from a vendor – and make sure those
are from clients who are in the corporate housing business.

Make sure the software is designed specifically for managing corporate housing.

This is a biggie. There’s a lot of software out there for property management,
vacation rental, and hotel operations. These businesses are similar to corporate housing,
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but differ in significant ways. Software written for these industries might have some
features you need, like the ability to book reservations, but will not be able to handle the
sorts of things you do on a daily basis – like billing multiple tenants for different
amenities on the same reservation, or picking up a unit on a temporary basis with an
option to extend your lease on it by the month.

Software designed for corporate housing should be able to handle the myriad
tasks you do everyday for managing both your guests and your properties. At a
minimum, it should be able to keep track of all your reservations, and automatically
generate all your client billing (including the inevitable extensions and other changes)
and all your rent-to-property payables (also including the inevitable extensions and
other changes).

Really good corporate housing software will handle much, much more, including
things like automatic charging and billing for utility overages, batch credit card payment
processing, housekeeping task management, and phone bill generation and tracking.
Features like these can help keep clients happy – and generate additional income for
your business.

Make sure the software integrates daily corporate housing operations with a full
accounting system.

The software you select must handle all of the accounting for your daily
operations. If it doesn’t, it means you have to enter everything twice (at least). Besides
taking time you and your staff need to be devoting to generating income, multiple entry
of the same data drastically increases the chance of error.

In addition to a general ledger, the sofware should have functionality to
accommodate:

Payable Postings
Journal Entries
Check Processing
Bank Deposits
Sales Taxes

Make sure the software provides robust reporting.

The value of the time you spend getting information into a system is based in
large part on what you get out of it in terms of reports. Software designed for corporate
housing should have an array of reports for keeping track of leads, reservations,
properties, sales, and your financial status.

Typical “must have” management reports include leads, reservations, arrivals,
cancellations, departures, in-house, reservation expirations, unit availability, unit lease
expirations, unit vacancy, and a recap of operations (A/P and A/R by unit).

Financial reports should include the following:
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A/R Aging
A/P Aging
Trial Balance
Profit and Loss
Balance Sheet
Profit and Loss by Unit

Make sure the software can expand as your business expands.

Software that can easily handle two to five users might fail when you get to the
point where you have twenty users trying to enter and access data at the same time. It’s
important to get a good idea of the limits of the software – before you purchase.

Find out exactly what you will need to support the software (hardware).

The cost of the software itself is only part of the picture. Make sure you get the
complete picture in terms of what hardware you will need to run the software, and how
much that will cost.

When comparing the cost of packages that require some hardware infrastructure
versus web-based systems that require no additional hardware, keep in mind the hidden
costs of systems that are completely web-based. Although they may require less of an
initial outlay, they are not robust enough to handle your routine batch functions (like
generating 200 invoices, or 100 checks) efficiently and can tie up your system for
inordinate amounts of time. And of course, the browser you will need to work through is
the software component that is most often targeted by hackers.

The best package is one that provides some web-enabled features (i.e., to allow
your clients to access their reservation and billing info on line), but which protects your
vital information and gives you the speed you need for day-to-day operations.

Make sure the complete package includes the following:

* Training

Be wary of a software package that does not require and provide some form of
training – either via the web or onsite. Any software package that is comprehensive
enough to handle your corporate housing business will be complex enough to require
some hands-on training.

* On-going technical support

The fact of the matter is, when you throw hardware, software, and users together,
there are going to be glitches. A software vendor that does not require (or at least
strongly encourage) you to purchase a support agreement is mis-representing the reality
of the software world.
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Once you start using a good software package, you will find that you literally
cannot do business without it. If anything goes wrong, you need to be able to get help
immediately.

* Regular updates

This is one of the not-so-obvious rules of thumb. Any software vendor in
business today is staying in business because they are in the process of constantly
improving and modifying their product to incorporate new technology, to integrate
suggestions and ideas from clients, and to respond to ever-changing governmental
requirements. Most software vendors will include regular updates in their support
package.

* The option to purchase customizations

The best software package provides most of the things you knew you wanted and
many things you didn’t know you wanted but now cannot do without. But there are as
many ways of doing business as there are people doing business, and no one single
software package can deliver everything everyone wants. That’s why it’s important to
deal with a vendor who can easily incorporate any customizations you need into the
software.

* Weigh the cost of the software against the benefits it will provide.

Ultimately, a good corporate housing software package should more than pay for
itself. In the short term, it will stem the bleeding from missed client billings for
extensions, missed service vendor payables (where the services get cut off and you’re
faced with dissatisfied clients), and time lost trying to keep track of details – instead of
marketing your business. In the long term, it should open up new avenues for
generating revenue by making it feasible to charge for phone calls and utility overages;
help you identify the properties that are not meeting your margin goals; and help you
expand your business without a corresponding increase in employee costs. Most
importantly, it should enable you to increase your clients’ satisfaction level – which,
unsurprisingly, will increase the number of your clients.
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