Index

A
Abandoned property, see Escheat, abandoned
property, unclaimed checks
Absences, compensated, see Accounting for
compensated absences
Accounting and audit-related complaints,
86-89
background, 87
contacts, 89
controls/areas of responsibilities, 89
policy, 86
procedure, 87-89
scope, 86
Accounting and Planning Board (APB) No. 28
(“Interim Financial Reporting”), 167
Accounting for compensated absences, 41-43
contact, 43
control/areas of responsibility, 43
policy, 41-42
procedure, 42-43
scope/background, 41
“Accounting for Compensated Absences”
(SFAS No. 43), 41, 50
“Accounting for Contingencies”
(SFAS No. 5), 81
“Accounting for Costs Associated with Lixit or
Disposal Activities” (SFAS No. 146), 53
“Accounting for Derivative Instruments
and Hedging Activities” (SFAS No.
133/138), 155
“Accounting for Foreign Currency
Translations” (SFAS No. 52), 229, 230
Accounting for goodwill, patents, trademarks,
and other intangible assets, 44—46
contacts, 46
control/areas of responsibility, 46
policy, 44
procedure, 44-46
scope, 44
“Accounting for Income Taxes” (SFAS No.
109), 164, 165, 167
“Accounting for Income Taxes in Interim
Periods” (FIN No. 18), 167
“Accounting for Leases” (SFAS No. 13), 146,
195, 197

Accounting for mergers and acquisitions, 4749
contacts, 49
control/areas of responsibility, 4849
policy, 47
procedure, 4748
scope, 47
Accounting for post-employment benefits,
50-52
contact, 52
control/areas of responsibility, 52
policy, 50-51
procedure, 51-52
scope, 50
Accounting for res‘ructuring and
reorgan za‘on, 53-56
contact, 3¢
contrei/aveas of responsibility, 56
policy, 73-57
procedure, 55-56
ceope, 53
Accounting for sales compensation (expense,
accrual, reconciliation), 57-61
contacts, 61
control/areas of responsibility, 61
policy, 57
procedure, 57-60
scope, 57
“Accounting for the Costs of Computer
Software Developed or Obtained for
Internal Use” (SOP No. 98-1), 142
“Accounting for the Impairment of
Disposal of Long-Lived Assets”
(SFAS No. 144), 44
Accounts payable: request for payment to
third-party vendors, 62-67
contacts, 66
control/areas of responsibility, 66
exhibit, 67
policy, 62
procedure, 62-66
scope, 62
Accounts receivable: allowance for doubtful
accounts, 68-71
contacts, 71
control/areas of responsibility, 71
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Accounts receivable: (continued)
policy, 68
procedure, 68-70
scope, 68
Accounts receivable: third-party trade and
customers—credit, collection, and
cash applications, 72-80
cash applications, 77-79
contacts, 79
controls/areas of responsibility, 79
exhibit, 80
policy, 72
procedure, 72-77
scope, 72
Account reconciliation, 37-40. See also Bank
reconciliation
contact, 39
control/areas of responsibility, 39
exhibit, 40
policy, 37
procedure, 37-39
scope, 37
Accruals, 81-85
contact, 85
control/areas of responsibilities, 85
policy, 81
procedure, 81-85
scope/background, 81
Accumulate (term), 42
Acquisitions, accounting i1 see Accounting
for mergers and ocquisitions
Allowance for doubtful accounts, 68-71
contacts, 71
control/arcas =i responsibility, 71
policy; 65
procedure, 68-70
scope, 68
Asset retirement obligation, 149-150
Assets:
long-lived, see Property, plant, and
equipment
prepaid, see Prepaid assets/expenses
Audiovisual equipment, as asset, 145
Auditors, external, see External auditors,
hiring and use of
Audit-related complaints, see Accounting and
audit-related complaints
Authorization: delegation, subdelegation of
authority, 90-99
authorization matrix, 94-99
contact, 93
control/areas of responsibility, 93
policy, 90-93
scope, 90

B
Bad debts, 68
Banking, 109-115
bank account inventory form, 115
contacts, 114
control/areas of responsibility, 114
policy, 109
procedures, 109-113
scope, 109
Bank reconciliation, 100-102. See also
Account reconciliation
contact, 101
controls, 101
exhibit, 102
policy, 100
procedures, 100-101
scope, 100
Benefitz:
agcornting for post-employment benefits,
50-52
termination benefits, 53-54, 84
Blackout periods, 264
Buildings, as asset, 138-139
“Business Combinations” (SFAS No. 141), 47
Business combinations, consolidation and
foreign entity reporting, 103-105
contact, 105
control/areas of responsibility, 105
policy, 103
procedure, 103-105
scope, 103
Business governance, 3
Business licenses, 106-108
contacts, 108
control/areas of responsibility, 108
policy, 106
procedure, 106-108
non-U.S.-based requirements, 108
U.S.-based requirements, 107
scope, 106

C
Capital, operating leases, and real estate
rental property, 195-201
contacts, 199
controls/areas of responsibility, 199
definitions, 201
exhibit, 200
policy, 195-196
procedure, 196-199
scope, 195
Capital leases, 146, 198, 200
Cash and banking, 109-115
bank account inventory form, 115
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contacts, 114
control/areas of responsibility, 114

policy, 109
procedures, 109-113
scope, 109
Cash settlement, for outstanding accounts,
77-78
Charter, of program, 4
Checks:

payroll, 209
to vendors, 65—66
CIP, see Construction in progress
Commissions:
and accruals, 84
establishing, 59
Committee membership, 4
Communications, external, see Public
relations and external communications
Communication with financial community,
116-118
authorization, 117
contact, 118
control/areas of responsibility, 118
policy, 116
procedure, 116-117
scope/background, 116
Compensated absences, accounting for, 41-43
contact, 43
control/areas of responsibility, 43
policy, 41-42
procedure, 42-43
scope/background, 41
Compensation, deferred, 210
Complaints, see Accounting and audit-reiated
complaints
Compliance and Whistleblower Policy und
Code of Ethical Conduct, 86
Computer hardware, as asset, 143-144
Computer software, as asset, 141-143
Construction in progress (CIP), 145-146
Contact(s):
in document template, 27
roles/responsibilities of, 20
Contracts:
fixed-price, 83
termination of, 55
Control/areas of responsibility, in document
template, 27
Cooling-off period, 159
Corporate governance, 3
Creation, revision, issuing of policies and pro-
cedures, 21-25
contact, 25
control/areas of responsibility, 25

policy, 21-22
procedure, 22-25
scope, 21
Credit analysis and administration, 73-77
Cross-function review experts, roles/
responsibilities of, 20
Currency risk, see Foreign currency risk
management

D
Debts, bad, 68
Deferred compensation, 210
Delegation/subdelegation of authority, 90-99
authorization matrix, 94-99
contact, 93
control/areas of responsibility, 93
policy, 90-93
scope/background, 90
Depreciation, 149, 151
Deviating from policies and proc=dures,
28-31
contact, 29
controls/areas of re.noasibility, 29
exhibit, 30-31
policy, 28
procedure, 25-29
scope, L2
Document contact, roles/responsibilities of, 20
Decuiient initiator, roles/responsibilities
of, 20
Document template, 26-27
contact, 27
control/areas of responsibility, 27
exhibit, 27
footer input, 26
header input, 26
policy, 26-27
procedure, 27
scope, 26
Doubtful accounts, allowance for, 68-71
contacts, 71
control/areas of responsibility, 71
policy, 68
procedure, 68-70
scope, 68

E

Electronic records, 273-276, 284

Emerging Issues Task Force (EITF) No.
95-3 (“Recognition of Liabilities in
Connection with a Purchase Business
Combination”), 47

Environment, of program, 12-13

Equity interest investments, 48
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Escheat, abandoned property, unclaimed
checks (U.S., Canada, and where local
regulations require), 119-122

accounting and journal entry example,
121-122

contacts, 122

control/areas of responsibility, 122

policy, 119

procedure, 119-121

scope, 119

Estimates, journal entries for, see Journal
entries (routine, nonroutine, and
estimates)

Ethical standards:

communication with financial community,
116-118

complaints, accounting and audit-related,
86-89

finance code of ethical conduct, 123-125

material nonpublic information and insider
trading, 261-264

Exchange rates, source and use of, 228-230

contacts, 230

controls/areas of responsibility, 230

policy, 228

procedures, 228-230

scope/background, 228

Exhibit, in document template, 27

Expenses, prepaid, see Prepaia assets/
expenses

External auditors, hiriag and use of,
158-163

contacts, 16]

controls/aicav.of responsibilities, 161
exhibit (162-163

policy, 158

procedure, 158-160
scope/background, 158

tax services, 160-161

External communications and public

relations, 253-260
contact, 257
controls/areas of responsibility, 256-257
exhibit, 258-260
policy, 253
procedure, 253-256
scope, 253
External governance, 3

F

Fair Disclosure Regulation (FD), 116

FASB, see Financial Accounting Standards
Board

FIN, see Financial Accounting Standards
Board Interpretations

Finance code of ethical conduct, 123-125
contact, 124
controls/areas of responsibility, 124
form, 125
policy, 123
procedure, 123-124
scope, 123
Financial Accounting Standards Board
(FASB), see Financial Accounting
Standards Board Interpretations
(FIN); Statements of Financial
Accounting Standards (SFAS)
Financial Accounting Standards Board
Interpretations (FIN):
No. 14 (“Reasonable Estimation for the
Amount of a Loss”), 81
No. 18 (“Accounting for Income Taxes in
Interim Periods”), 167
Finziicial community, communication with,
116-118
authorization, 117
contact, 118
controls/areas of responsibility, 118
policy, 116
procedure, 116-117
scope/background, 116
Financial planning and analysis, 131-133
contacts, 133
controls/areas of responsibility, 133
policy, 131
procedure, 131-133
scope, 131
Fixed assets, see Property, plant, and
equipment
Fixed-Price Contracts, 83
Fixtures, as assets, 141
Footer input, in document template, 26
Foreign currency risk management, 153-155
contacts, 155
controls/areas of responsibility, 155
policy, 153
procedure, 154-155
scope, 153
Foreign currency transaction/translation, 104.
See also Source and use of exchange
rates
Foreign entity reporting, 103-105
contact, 105
controls/areas of responsibility, 105
policy, 103
procedure, 103-105
scope, 103
Funding and financing risk management,
156-157
contacts, 157
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controls/areas of responsibility, 157
policy, 156
procedure, 156-157
scope, 156
Furniture, as asset, 144

G
Generally Accepted Accounting Principles
(GAAP):
accruals, 81
business combinations, consolidation and
foreign entity reporting, 104, 105
capital, operating leases, and real estate
rental property, 195
funding and financing risk management,
156
goodwill, patents, trademarks, and other
intangible assets, 44
income tax preparation and reporting, 165
inventory, 180
key financial indicators, 126
mergers and acquisitions,47
physical counts and evaluation for inventory,
property, plant, and equipment, 218
post-employment benefits, 50
property, plant, and equipment, 134
restructuring and reorganization, 53
revenue recognition, 222
source and use of exchange rates, 228
Goals, of program, 7-9, 11-12
Goodwill, patents, trademarks, and other
intangible assets, accounting for,
44-46
contacts, 46
control/areas of responsibility, 46
policy, 44
procedure, 44-46
scope, 44
“Goodwill and Other Intangibles” (SFAS
No. 142), 44
Goodwill asset, 44—46
Governance, defined, 3

H
Header input, in document template, 26
Hedging, 153, 154, 155
Hierarchy of documents, xxvii-xxix
Hiring and use of external auditors, 158-163
contacts, 161
controls/areas of responsibilities, 161
exhibit, 162-163
policy, 158
procedure, 158-160
scope/background, 158
tax services, 160-161

I
IFAC (International Federation of
Accountants), 3
Impairment of asset, 150
Improvements, leasehold, 139-140
Income tax preparation and reporting, 164-168
contact, 168
controls/areas of responsibility, 168
policy, 164
procedure, 164-168
scope, 164
Insider trading, material nonpublic
information and, 261-264
contacts, 264
controls/areas of responsibility, 264
policy, 261-262
procedure, 262-264
scope/background, 261
Insurance and risk management, 149-173
areas of responsibility, 171-17%
contact, 172
controls/Areas of responuhility, 172
definitions, 173
policy, 169
procedure, 170:-171
scope, 165
Intangible assets, accounting for, see
Gaodwill, patents, trademarks, and
other intangible assets, accounting for
Itercompany transactions, 174-179
contacts, 178
controls/areas of responsibilities, 177-178
exhibit, 179
policy, 174
procedures, 174-177
scope, 174
“Interim Financial Reporting” (APB No. 28),
167
Internal governance, 3
International Federation of Accountants
(IFAC), 3
Inventory, 180-185
contacts, 185
controls/areas of responsibility, 184-185
policy, 180
procedure, 180-184
scope, 180
Inventory, property, plant, and equipment
(physical counts and evaluation),
216-218
contacts, 218
controls/areas of responsibilities, 218
policy, 216
procedures, 216-218
scope, 216
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Investment and marketable securities,
186-188
contacts, 188
control/areas of responsibilities, 188
policy, 186
procedure, 186-188
scope, 186
Investments, equity interest, 48
Invoice processing, 63-64
Issuing of policies and procedures, see
Creation, revision, issuing of policies
and procedures

J

Journal entries (routine, nonroutine, and
estimates), 189-194
contact, 193
controls/areas of responsibility, 193
exhibit, 194
policy, 189-190
procedure, 190-193
scope, 189

K

Key financial indicators, 126-130
contacts, 130
controls/areas of responsibility 220
policy, 126
procedures, 126-129
scope, 126

L
Land, as asset, 237-138
Lease(s). Sec ats5 Capital, operating leases,
and veal estate rental property
as long-lived asset, 195
operating, 195-199
as property, plant, and equipment, 146
Leasehold improvements, 139-140
Letter of Representation, Quarterly Financial
SubCertification Process, 202-207
contact, 204
controls/areas of responsibility, 204
exhibit, 205-207
policy, 202-203
procedure, 203-204
scope, 202
Licenses, 106-108
contacts, 108
controls/areas of responsibility, 108
policy, 106
procedure, 106-108
non-U.S.-based requirements, 108
U.S.-based requirements, 107
scope, 106

“Likely to occur” condition, §1-82
Long-Lived Assets, see Property, plant, and
equipment

M
Machinery and Equipment (M&E), 140
Material nonpublic information and insider
trading, 261-264
contacts, 264
controls/areas of responsibility, 264
policy, 261-262
procedure, 262-264
scope, 261
M&E (Machinery and Equipment), 140
Meetings, 4-5
Mergers and acquisitions, accounting for,
47-49
contacts; 49
ceitiral/areas of responsibility, 4849
pelicy, 47
procedure, 4748
scope, 47
Mission, of program, 10-11
Mission statement, 67

(0]

Office equipment, as asset, 144-145

One-time termination benefits, 53-54
and accruals, 84

Operating lease, 195-199

P
Paid sick leave, 42
Patents, trademarks, and other intangible
assets, accounting for, 44-46
contacts, 46
control/areas of responsibility, 46
policy, 44
procedure, 44-46
scope, 44
Payroll and salary expense, 208-211
contact, 210
controls/areas of responsibility, 210
exhibit, 211
policy, 208
procedure, 208-210
scope, 208
PCAOB (Public Company Accounting
Oversight Board), 189
Personal days, 42
Petty cash, 212-215
contact, 214
controls/areas of responsibility, 214
exhibit, 215
policy, 212
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procedures, 212-214
scope, 212
Physical counts and evaluation for inventory,
property, plant, and equipment,
216-218
contacts, 218
controls/areas of responsibilities, 218
policy, 216
procedures, 216-218
scope, 216
Planning and analysis, financial, 131-133
contacts, 133
controls/areas of responsibility, 133
policy, 131
procedure, 131-133
scope, 131
Policy, in document template, 26-27
Policy statements, defined, xix
Post-employment benefits, accounting for,
50-52
contact, 52
control/areas of responsibility, 52
policy, 50-51
procedure, 51-52
scope, 50
Prepaid assets/expenses, 219-221
contact, 221
control/areas of responsibility, 221
policy, 219
procedure, 219-221
scope, 219
Procedure, in document template, 27
Process, defined, xix—xx
Process owner, roles/responsibilities of, 0
Procurement, 265-269
contacts, 269
controls/areas of responsibility, 269
policy, 265-266
procedure, 266-269
scope, 265
Program, defined, xx
Program manager, roles/responsibilities of, 20
Program mandate, for policies and proce-
dures, 3-8
charter, 4
committee membership and
representation, 4
goals, 7-8
goals, responsibilities, and authority, 5
governance, 3
meetings and other actions, 4-5
mission, 6-7
scope and objective, 5
vision, 5-6
Project manager, roles/responsibilities of, 20

Project/program plan, 14-21
Property, plant, and equipment (fixed assets,
long-lived assets, tangible assets),
134-152
asset categories, 136-146
capital lease, 146
contacts, 152
controls/areas of responsibilities, 151-152
policy, 135
depreciable life schedule, 135-136
financial authorization and approval, 136
procedure, 150-151
scope, 134-152
special topics, 146-150
Property, plant, and equipment (physical
counts and evaluation), 216-218
contacts, 218
controls/areas of responsibilities. 1
policy, 216
procedures, 216-218
scope, 216
Public Company Accountir g Oversight Board
(PCAOB), 18y
Public relations end external communications,
2532601
contact, 257
contrele/arzas of responsibility, 256-257
exhibiy; 258-260
neiicy, 253
procedure, 253-256
scope, 253

Q
Quiet periods, 117
Quotas, 57-58, 60

R
Real estate, see Capital, operating leases, and
real estate rental property
“Reasonable Estimation for the Amount of a
Loss” (FIN No. 14), 81
“Recognition of Liabilities in Connection with
a Purchase Business Combination”
(EITF No. 95-3), 47
Reconciliation (account), 37—40
contact, 39
control/areas of responsibility, 39
exhibit, 40
policy, 37
procedure, 37-39
scope, 37
Reconciliation (bank), 100-102
contact, 101
controls, 101
exhibit, 102
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Reconciliation (bank) (continued)
policy, 100procedures, 100-101
scope, 100
Records information management, 270-285
contact, 285
controls/areas of responsibilities, 285
policy, 271-282
approval for destruction of records, 278
electronic records, 273-276
overview, 271-272
records hold, 277-278
records management compliance audit,
278
records management responsibilities,
278-282
retention and archiving, 276-277
procedure, 282-285
scope/background, 270-271
Renovations, 148
Reorganizations, accounting for, see
Restructuring and reorganization,
accounting for
Repairs, 148
Requests to deviate from policies and
procedures, 28-31
contact, 29
controls/areas of responsibility 2.2
exhibit, 30-31
policy, 28
procedure, 28-29
scope, 28
Rescinding policies anu procedures, 32-34
contacts, 33
control/arcas =i responsibility, 33

exhibit (51
policy, 32
procedure, 32
scope, 32
Restructuring and reorganization, accounting
for, 53-56
and accruals, 84
contact, 56

control/areas of responsibility, 56
policy, 53-55
procedure, 55-56
scope, 53
Returns, 64Revenue recognition, 222-227
contacts, 227
controls/areas of responsibility, 227
policy, 222
procedure, 222-226
scope, 222
Revision of policies and procedures, see
Creation, revision, issuing of policies
and procedures
Risk management (foreign currency), 153-155

contacts, 155
controls/areas of responsibility, 155
policy, 153
procedure, 154-155
scope, 153
Risk management (funding and financing),
156-157
contacts, 157
controls/areas of responsibility, 157
policy, 156
procedure, 156-157
scope, 156
Risk management (insurance), 169-173
areas of responsibility, 171-172
contact, 172
controls, 172
definitions, 173
policy’ 159
procedure, 170-172
scope, 169
S
Salary expense, see Payroll and salary expense
Sales compensation, accounting for, 57-61
contacts, 61
control/areas of responsibility, 61
policy, 57
procedure, 57-60
scope, 57
Sarbanes-Oxley (SOX) Act:
account reconciliation, 37
delegation/subdelegation of authority, 90
hiring and use of external auditors, 159
Letters of Representation, 202
Scope:
in document template, 26
of program, 5
SEC, see Securities and Exchange Commission
Securities, 186-188
contacts, 188
control/areas of responsibilities, 188
material nonpublic information and insider
trading, 261-264
policy, 186
procedure, 186-188
scope, 186
Securities and Exchange Commission (SEC):
accounting and audit-related complaints, 87
communication with financial community,
116
income tax preparation and reporting, 167
Letters of Representation, 202
Self-assessment, xxxi—xxxii
Senior manager, roles/responsibilities of, 20
SFAS, see Statements of Financial Accounting
Standards
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Source and use of exchange rates, 228-230
contacts, 230
controls/areas of responsibility, 230
policy, 228
procedures, 228-230
scope/background, 228
SOX, see Sarbanes-Oxley Act
Statement of Financial Accounting Concepts
(SFAC), 126
Statement of Position (SOP) 98-1
(“Accounting for the Costs of
Computer Software Developed or
Obtained for Internal Use”), 142
Statements of Financial Accounting
Standards (SFAS):
No. 5 (“Accounting for Contingencies”), 81
No. 13 (“Accounting for Leases”), 146,
195, 197
No. 43 (“Accounting for Compensated
Absences”), 41, 50
No. 52 (“Accounting for Foreign Currency
Translations”), 229, 230
No. 109 (“Accounting for Income Taxes”),
164, 165, 167
No. 133/138 (“Accounting for Derivative
Instruments and Hedging Activities”),
155
No. 141 (“Business Combinations”), 47
No. 142 (“Goodwill and Other
Intangibles”), 44
No. 144 (“Accounting for the Impairment
of Disposal of Long-Lived Assets”), 44
No. 146 (“Accounting for Costs Associated
with Exit or Disposal Activities™), 84
Strengths, Weaknesses, Opportunities;
Threats (SWOT), 13-14
Subcontractor costs, 83
Systems administrator, roles/responsibilities
of, 20

T
Table of contents, development of, xxvii—xxix
Tangible assets, see Property, plant, and
equipment
Taxes, see Income tax preparation and
reporting
Tax issues, for foreign entities, 105
Tax services, 160-161
Template, document, 26-27
contact, 27
control/areas of responsibility, 27
exhibit, 27
footer input, 26
header input, 26
policy, 26-27
procedure, 27

scope, 26
Termination benefits, 53-54
and accruals, 84
Territories, sales, 58
Third-party trade and customers (credit,
collection, and cash applications), 72-80
cash applications, 77-79
contacts, 79
controls/areas of responsibility, 79
exhibit, 80
policy, 72
procedure, 72-77
scope, 72
Third-party vendors, request for payment to,
62-67
contacts, 66
control/areas of responsibility, 66
exhibit, 67
policy, 62
procedure, 62-66
scope, 62
Tooling, as asset, 141
Trademarks, accounting ior, see Patents,
trademarks, and other intangible
assets, accounting for
Trade show looths, as asset, 145
Transportaticn equipment, as asset, 141
Travel, extertainment, and expense, 231-234
contacts, 234
<ontrols/areas of responsibilities, 234
manual, 235-250
policy, 231-232
procedures, 232-234
scope, 231

U

Unclaimed checks, 65, 209. See also Escheat,
abandoned property, unclaimed
checks

Upgrades, 148-149

U.S. Foreign Corrupt Practices
Act of 1977, 90

\Y%

Vacation, 41, 42

Vendor master data, 62—-63

Vendors, request for payment to third-party,
see Third-party vendors, request for
payment to

Vested rights, 42

Vision, of program, 5-6, 9

w

Whistleblowers, protection of, 88
Winner’s Circle Award, 60
Write-offs, 70






























