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Scope

Policies and Procedures are prepared and maintained to reflect Company accepted practices and norms as well as regulatory requirements that should be integrated within Company processes. 

This policy applies to all functional areas.  The procedural format that relate to ISO 900x procedures should be followed.  

Policies and Procedures are prepared and maintained to comply with U.S.  generally accepted accounting principles (U.S. GAAP) and related Federal, State and local government requirements, rules or laws. 

Policy

It is the Company’s policy that all employees (full or part time), must understand and comply with policies and procedures. Contractors and suppliers are required to understand and comply with policies and procedures that are appropriate to their responsibilities and interaction with the Company.

Objectives

1) To issue standardized policies which will safeguard the assets of the company.

2) To issue standardized policies, which will ensure compliance with:

a) SEC rules and regulations including SEC staff accounting bulletins (SAB’s) and the provisions of the Sarbanes-Oxley Act,

b) The standards set forth U.S. GAAP,

c) The Foreign Corrupt Practices Act of 1977 and its amendments,

d) The Internal Revenue Service and other tax regulatory agencies both foreign and domestic,

e) Other Foreign and US Federal, State and local government requirements, rules or laws.

Procedure

Format - Each policy and procedure should follow the guidelines as described.  Policies and Procedures (PnP) should be labeled and treated as “Internal Use Only”.  

Each policy and procedure should be written with the following general headings and descriptions.

· Scope (optional) - Policies should be enterprise-wide, however special instructions or guidance may be applicable for International vs. US Domestic operations. Acceptable exceptions should be prefaced with a statement such as “subject to local laws and regulations” or other reason as to why there are differences.

· Policy – The policy statement should begin with “It is J. Doe, Inc.’s  (Company) policy that ……. “ The statement should be worded clearly and succinctly. Additional information may be included to clarify or explain the policy statement.  If this is significant, it may be prefaced with a subtitle of Policy Guidelines.

· Procedure – refers to the method in which the policy statement is to be accomplished. List the key steps (generally between 4 and 8) required for the policy to be carried out.  Consider using tables or a matrix to convey complex information or a flowchart for complex procedures.

· Controls / Areas of Responsibility – identifies the roles and specific actions that will indicate how compliance with the policy and procedure will be maintained and/or enforced. Controls may address such areas as: access to the information, authorization levels, and separation of duties.

· References (optional) related to the policy including cross references to internally related policies and procedures and external sources

· Contacts – functional areas with subject matter expertise or decision making

· Exhibits (optional) should be included when they add value to understanding complex policies and/or procedures or when standardized forms are required to support the procedure. 

Preparation and Review - Any employee may recommend a policy or procedure. Policies and Procedures (PnP) may be initiated as a result of new procedures, additions, changes or clarifications to operational processes.

Requesting a new PnP - The originator of a procedure should prepare a draft outline and submit it to the PnP program manager.  

Revisions are minor changes to an issued PnP - If an existing policy is to be revised, the revised area should be marked (e.g., in the margin or using the highlight and track changes tool within MSWord) and forwarded to the PnP program manager. 

Maintenance and Validation of issued PnP – Every two years, all issued PnP should be reviewed for accuracy and relevancy and circulated for review.

Rescind issued policies - When an existing PnP is to be eliminated, it must be documented and formally announced. A statement should document why this policy is no longer required or provide the references if new or other policies have taken its place. 

PnP program manager and process owners will prepare the draft until it is ready for circulation and approval. Using enterprise-wide and cross functional representation, the PnP program manager should distribute the draft copies to other subject matter experts, stakeholders and accounting departments for review and comment. 

The affected management personnel should return the preliminary procedure by the date requested indicating his/her approval and/or suggested modifications.  

Generally there should be three rounds of approval: 1) subject matter experts and process owners, 2) cross-functional stakeholders and 3) executive management.  

The official procedure will be made available on the Company Intranet. Once issued, the policy and procedure will be placed on the audit review schedule.

Audit - Internal Auditing is responsible for the periodic audits selected policies and procedures. 

Control / Areas of Responsibility

Policy and Procedure program manager should facilitate and control the process by maintaining the table of contents for those policies and procedures issued and those under development. 

All Policies and Procedures should be updated or revalidated at least every two years. 

Policies and Procedures no longer required due to organizational changes or process engineering should be rescinded.

Contacts

Policy and Procedure program manager      

Internal Use Only

For assistance or evaluation contact IDEAL Consulting Solutions International, LLC policyguru@optonline.net

