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Accounting
Procedures

Solid policies and procedures are vital for building strong
internal controls, preventing fraud, protecting business assets,

and complying with SOX 404. Without them, your
organization could be in jeopardy.

In one fast-paced day you’ll learn how to ...
B Protect and control your business assets with rock-solid accounting policies and procedures
B Minimize your company’s risk of fraud, waste, and abuse

B Use our step-by-step guide for writing policies that will save you weeks of work — and
innumerable headaches — down the road

Sell your new policies to your entire company, from top to bottom
Measure when and how often you should revise and update your policies and procedures

Overcome the #1 reason written accounting policies fail

\

And much more!

Enroll today at www.NationalSeminarsTraining.com or call 1-800-258-7426
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Accounting Policies and Proceclures Have Never
Been More Critical to Your Organization’s Success!

You are under more pressure than ever to meet regulations and protect and control your

p g p Yy
organization’s financial assets! One of the best ways to ensure your success is with solid
policies and procedures. Join us for Developing ¢ Implementing Accounting Policies &
Procedures and you'll learn how to quickly and accurately create a written set of accounting
policies and procedures guaranteed to keep your organization at the forefront of success.

Protect and Control Your Organization’s Valuable Assets

What Our

As an accountant, your primary job is to protect and control your company’s assets. But you

and your department simply cannot do this without clear, concise, and irrefutable rules in
ustomers your dep ply

place that everyone in your company respects — and follows. When you attend this session,
S ay ... you'll learn proven evaluation techniques for your internal systems to pinpoint exactly what

critical directives you need to document so there are ZERO misunderstandings — including
ones that could put your organization in jeopardy.

“Very interesting ...
/ J Ensure Your Compliance With Every Regulation — Especially

surpassed my
: -Oxley 404!
expectations.” Sarbanes-Oxley 40
— Fabiola Cerzan, There are 1,001 regulations that govern the accounting process, but arguably none of them
Accounting Manager have ever been as scary, complex, and confusing as Sarbanes-Oxley. And, like every federal

regulation, there are gray areas in the law that are potentially catastrophic for even the best-
intentioned accounting professional. We'll cover the ramifications of SOX for your
accounting department and how you can write policies and procedures to protect your
company in court if it should ever come down to it.

“Excellent source of

information.” . L. .
_ Terry Eason, Sharpen, Streamline, and Maintain a More Effective
Corporate Accounting Accounting System
In just one day with us, you'll learn proven and practical risk-assessment tools that will
enable you to examine all your accounting processes and show you how clearly written
"It was fas t-paced, procedures will help your employees work faster and more accurately. What's more, you'll
extremely learn when and how often you should you revise your policies and procedures so you

. ; maintain the most effective system possible.
informative and most vesystemp

importantly, a major The Fastest and Easiest Way to Get It Done — Guaranteed!

professional time- To learn the proven-effective policy writing techniques you'll get in one day with us could

saver.” take a busy accounting professional like you weeks — or maybe even months to find on your
— Larry Forshay, own. That’s why we've created this accounting-specific seminar to teach you what you need
Asst. Controller to know quickly.

In no time, you'll achieve better productivity throughout your department ... eliminate
costly mistakes and misunderstandings ... and you'll enhance your personal and professional
image as a confident and competent person. Guaranteed! Enroll at
www.NationalSeminarsTraining.com or call 1-800-258-7246 today!

Train with your team and save: Enroll 3 from your organization and the 4th attends FREE!
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Attend This Insightful
One-Day Program and You'll ...

1

10.

11.

12.

13.

14.

15.

Get the straight facts about writing effective accounting
policies and procedures

Reduce or eliminate misinterpretation of your critical
policies and procedures

Spend less time writing policies and procedures

Establish company goals and create a road map to
reach them

Feel more confident about covering legal issues like
Sarbanes-Oxley

Protect your organization from fraud

Assert even more financial control over your
company’s assets

Develop and maintain accounting procedures that work
flawlessly, even when you're not around to enforce them

Identify signals that tell you when a policy needs to
be changed

Overcome resistance to your new policies both in and out
of your department

Clearly explain the most complex accounting issues — such
as FLSA or Sarbanes-Oxley — even to nonfinancial
managers and supervisors

Deal more effectively with employees, co-workers, or even
bosses who refuse to comply with your new policies

Find out how internal controls relate to your policies
and procedures

Find effective development styles that meet your
organization’s unique needs

Get hands-on experience writing policies and procedures
BEFORE you start your own

Write Better, More
Effective Policies and
Procedures ...

We Guarantee It!

An effective accounting department that
has rock-solid policies in place is the single
most critical factor of a financially healthy
company. We're absolutely sure that if you
attend this seminar, you'll get proven and
practical training for writing,
implementing, and enforcing effective
accounting policies and procedures.

In fact, we're so sure that you'll find the
answers to all your accounting policy
problems that we unconditionally
guarantee your training. If you don’t agree
that you'll be able to write strong, effective,
and crystal-clear policies and procedures,
we'll refund your entire registration fee —
every cent! It’s a win/win situation for you!
Don’t wait ... enroll today!

Top Organizations
Train With RUCEC

U.S. Army Corps of Engineers ¢
AmericanExpress  Blockbuster ¢ U.S.
Department of Justice ® General Mills
Harvard University ® Coca-Cola Enterprises ®
California Teachers Association ¢ U.S. Coast
Guard ¢ Procter & Gamble ¢ Johns Hopkins
University ® General Electric ® KraftFoods *
Cedars Sinai Medical Center ¢ Hilton Hotels
* Giorgio Armani * Federal Reserve Bank

* Walt Disney Imagineering ® Microsoft
Corporation ® Pizza Hut * Verizon Wireless

* U.S. Office of Personnel Management ®
Federal Express ® Honeywell ® UPS e Library
of Congress ® Southwest Airlines * Lucent
Technologies  George Washington University
* Anheuser Busch Co. ® American Red Cross
* Exxon Mobile ¢ Boeing ¢ Jet Propulsion
Laboratory ¢ Panasonic ® Johnson & Johnson

Enroll online at www.NationalSeminarsTraining.com, or call 1-800-258-7246.
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‘“Excellent! The instructor was
very knowledgeahle!!!”
— Howard Wayne, A/P Manager

“I feel I have a great hasic plan
for rewriting our agency’s policies
and procedures. The entire
seminar was of great help to me -
not one dull moment!”’

— Margie Johnson, Kids Corps, Inc.

“T was provided with many useful
tools in meeting regulations.”
— Lynn Edwards, Accounting Services Manager

“... extremely informative and
well presented. It was one of the
best I've taken.”

— Linda Neiser, Accountant

“T am so excited about going hack
and sharing these ideas with my
supervisor and director. Great class
and trainer!!!”

— Sheila Velazquez, Accounts Payable Specialist

“T would suggest this seminar to
anyone responsible for writing
policies and procedures. What you
learn in one day can help you he
successful for years to come.”

— Arthur Hicks, Jr., Lincoln Technical Institute

Train With Your Team & Save

We believe so strongly in the power
of team training that we offer you a
special discount to help make it
happen: When 3 enroll from your
organization, the 4th enrollment is
FREE!

Your Comprehens
Writing Accounting Pc

Program Hours: 9:00 a.m. to 4:00 p.m.

The Fundamentals of Why You Need Written
Policies and Procedures

Distinguish between "policy” and "procedure” — and why it’s
critical to do so

7 essentials of highly effective policies and procedures
The development cycle of written policies

Tools to help you find your way through the complex world of
accounting policies

Understand how policies and procedures relate to the environment
of internal controls

Sarbanes-Oxley Act of 2002

Understanding and evaluating internal controls using the COSO
and COBIT framework

Pre-Writing Strategies: Plan Your Work

11

Work Your Plan

First things first: determining the objectives of your manual

How to establish — and agree upon — the scope of your written
manual

How to assemble a top-notch planning and writing team — who
should be involved and who shouldn’t!

Choosing the most effective approach for your team to collect
information

Prioritizing your subject areas
How to build an aggressive — but fair — timeline to finish the job

Agreeing on your time/cost budget

Many real experiences that explained ideas.”
— Sandy Smith, Accounting Manager

Train with your team and save: Enroll 3 from your organization and the 4th attends FREE!
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nsive Agenda For
Policies & Procedures

p.m. Registration Begins at 8:30 a.m.

Collecting Essential Information
and Writing Effective Policies

B Identifying effective development styles that will work for your
unique situation

B How to manage and sell your changes to your department and
your company as a whole

B How to ensure you collect the exact information you need

B Key issues to always keep in mind if you're going to automate
your manuals

B How to keep your numbering systems simple and straightforward

B Scheduling and managing revisions and updates for all your
policies and procedures

B How to understand the components of procedures

B Easy-to-use tricks professional writers use to eliminate fuzzy
meanings in everything they write

B Identifying your reader and writing for the appropriate group

Powerful Writing Techniques That Guarantee
Clarity and Conciseness

B Why write a first draft? What you'll want to accomplish with it
B Formatting the policies & procedures
B HANDS ON ACTIVITY: Edit samples of accounting policies

and procedures

B Better understanding the nature of accounting procedures and
getting it all down on paper

B The “6 Cs” of successful writing

B Draft your own policy, draft your own procedure, and get
immediate feedback from the group

B The seemingly impossible task of “writing like you talk” and still
maintaining professionalism

B How to keep it simple — it’s harder than you think

Return to  SEEEEIRETS
Work With Policies &
Procedures

These
Valuable

Resources

After you attend this informative training
session, you won't just leave with the
experience of learning from a world-class
training professional or gain potentially
dozens of new networking opportunities
with your co-participants in the seminar,
but you'll also take home a packed seminar
workbook that many of our attendees think
is worth the price of the seminar all by
itself!

Not only do you have the entire day’s
agenda spelled out in great detail, you'll go
back to the office with a full bibliography
and resource list for everything you've
learned. Plus, you'll have every form,
template, sample, case study, and writing
tool that you saw during the seminar, right
there at your fingertips to use days, weeks,
or months down the road.

SPONSORS

RUCEC is registered with the National
Association of State Boards of Accountancy
(NASBA) as a sponsor of continuing
professional education on the National
Registry of CPE Sponsors. State boards of
accountancy have final authority on the
acceptance of individual courses for CPE
credit. Complaints regarding registered
sponsors may be addressed to the National
Registry of CPE Sponsors, 150 Fourth
Avenue North, Suite 700, Nashville, TN
37219-2417; NASBA phone number:
615.880.4200; Web site: www.nasba.org.

Enroll online at www.NationalSeminarsTraining.com, or call 1-800-258-7246.
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ON-SITE TRAINING

We Can Bring This Training
Directly to Your Company

Do you have a large group of managers, supervisors, or other employees that
you think would benefit from learning how to write crystal-clear policies and

procedures for their respective departments? Policies that are legally sound and

o=
leave no room for misinterpretation? If so, then you should know that we can F
¢

bring this seminar — or one of a hundred others in our training library —

directly to your company at a time and place of your choosing.

Thousands of companies across the nation have discovered how our on-site
training can make a world of difference in their employees’ productivity
with cutting-edge, skill-based learning that can be cost-effectively
customized to your unique business situation.

To find out how we can help you solve every one of your training challenges,
take just a few minutes and talk with one of our expert Training Consultants at
1-800-344-4613. So call us today and start achieving brand-new levels of

performance tomorrow!

From Our Resource Center ...

Streamline and optimize your accounting department with this
valuable resource package. Learn to write concrete and effective
policies and procedures that will help you stay compliant
with every law and regulation. You'll also get

valuable tips and techniques for quickly and easily
organizing and maintaining files and records.

D -
» Writing Effective Policies and Procedures ; \\w:\“\‘\““\\f\\\;f(\;\
4 ﬁr \N‘\\\\\%\%\\\: \{\

* Shortcuts to Creating & Maintaining Organized
Files ¢ Records (VHS)

Item No. ACPP906 ... Retail price: $209
Your Price Only: $159 (You Save: $50)

Also available in DVD format
Item No. DVACPP906
Your Price Only: $159 (You Save: $50)

To order, see order form on page 7 or call 1-800-258-7246.

To Envoll ...

Register online at
www. National SeminarsTraining.com

©

Call toll-free
1-800-258-7246

Fax mt“he completed
registration form to
1-913-432-0824

or Mail the registration form to
National Seminars Group
P.0. Box 419107
Kansas City, M0 64141-6107

Registration Information

Our Registration Center is open weekdays from 7
am. to 7 p.m. CST. Enrollments taken online 24/7.

Group Discount: When 3 enroll from your
organization, a 4th may attend for FREE!

Check-in begins at 8:30 a.m. The workshop schedule
is 9 a.m. to 4 p.m. Lunch is on your own.

Cancellation: If you cannot attend, you may send a
substitute or receive a credit memo toward a future

workshop. If you cancel your registration up to five

business days before the workshop, your registration
fee will be refunded less a $10 enrollment charge.

CEUs: Continuing education credit may be recognized
by your professional board. Contact your own board to
find out what's required. Call our CEU/CPE specialist at
1-800-258-7246, ext. 3100, if you have any questions.
RUCEC is an approved provider of continuing nursing
education by the Missouri Nurses Association, an
accredited approver by the American Nurses
Credentialing Center's Commission on Accreditation.

Tax Deduction: The expense of continuing education,
when taken to maintain and improve professional
skills, is tax deductible. Please contact your accountant
for complete details.

FED ID #43-1576558

Enroll online at www.NationalSeminarsTraining.com, or call 1-800-258-7246.




ACPP 5/10/06 11:56 AM Page 7

REGISTRATION FORM

WORKSHOP SCHEDULE

Group Discount: When 3 enroll from your organization, a 4th can attend FREE!

(Please list additional registrations on a separate sheet and attach.)
1. Mr./Ms. Tidle

E-mail Address

City/Event #
2. Mr./Ms. Title

E-mail Address

City/Event #
3. Mr./Ms. Tidle

E-mail Address

City/Event #
4. (FREE!) Mr./Ms. Title

E-mail Address

City/Event #

[] Please send me copies of the Accounting Collection (Item No. ACPP906) at $159 each.

[] Please send me copies of the Accounting Collection (Item No. DVACPP906) at $159 each.
Add 7% or applicable sales tax to your product payment. Shipping fees are $6 for first item;
$1.50 for each additional item. Method of payment is indicated in step 5.

Organization.
Address

Mail Stop, *Phone

City. State ZIP

Approving Supervisor: Mr./Ms.
Tide
E-mail Address

**Fax
**Your fax number will be used to send confirmation of your registration as well as to notify you of
upcoming events in your area.

Join our VIP Privileges Program and enjoy exclusive discounts and benefits. We will fax you first
notice of upcoming events in your area, special discounts up to 50% and offers available to members
only.

Sign here to join
By signing, you and your organization are giving permission for RUCEC to use your fax number to
notify you and your organization of upcoming seminars in your area and provide you and your
organization with special discounts and offers.

[ If you have registered by phone, please record your confirmation number here:

[ Check payable to National Seminars Group is enclosed.
[] Charge to: [JMasterCard [JVISA [ American Express [ Discover [] Diners Club
Card No. Exp. Date

Signature

[ Bill my organization; Attn:
(Note: Full regjstration fee due and payable prior to start of workshop)

[0 Our purchase order is attached (government, educational, and health-care organizations only)

LI H T

Fill in your VIP Customer Number as it appears above the name on the mailing label.
(Record the number even if the label is addressed to another individual.)

SD, CT, and WV residents, please add applicable sales tax to your payment. If you are tax-exempt, enter your
tax-exempt number here: and attach a copy of your tax-exempt certificate.

Program hours: 9 a.m. to 4 p.m. Registration begins at 8:30 a.m.

o
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Policies &
Proceclures

Solid policies and procedures are vital for building strong
internal controls, preventing fraud, protecting business
assets, and complying with SOX 404. Without them, your

organization could be in jeopardy.

Enroll today at www.NationalSeminarsTraining.com or call 1-800-258-7426

N ATI ONAL SEMINARS GROUP Need to correct name, title, or address? Did you receive duplicate Nonprofit

brochures or want your name removed from our list? Please fax the U.S. Postage
PO. Box 419107 * Kansas City, MO (64141-6107 mailing label with corrections to 1-877-270-6185 or mail to us at ’ P AID &
A Division of Rockhurst University Continuing Education Center, Inc. 6901 West 63rd Street, Shawnee Mission, KS 66201-1349,

Attention: List. Allow 15 weeks for processing. Rockhurst University Continuing ||

recyclable.

This brochure

a7

Education Center, Inc.

Time-Sensitive Material

Do you have a group of 15 or more that
could benefit from the training described
in this brochure? VIP #919-118101-001

Our On-Site Training services

might be the right solution for you!

See page 6 for more information

or visit us on the Web at
www.NationalSeminarsTraining.com/
onsitetraining.cfm



