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Policy and Procedures (PnP) Objectives

Design, develop and distribute a Policy and Procedures (PnP) manual for the Company and its subsidiaries and affiliates; which:

· Serves as an alignment with and a link to 

· Vision, Mission, Goals, Initiatives

· Improves processes with effectiveness (less defects) and efficiency (improved cycle time)

· Documents the Worldwide (WW) PnP that should be implemented consistently across all Subsidiaries, Affiliates, Plants, functional business areas and departments

· Is made available via the Intranet 

· Serves to facilitate the accounting and finance process transformation

· Is based on U.S. GAAP and focused toward business operations

· Accounting and Finance regulations, requirements and Chart of Accounts
· Serves as a basis for

· Sarbanes-Oxley 404 readiness

· Internal audit readiness

· Process engineering / re-engineering and continuous improvement

Program

Getting Started

A core team selected as representatives of the CEO’s direct reports with the responsibility to:

· Identify PnP topics required for WW and local purposes

· Compare topics and content already issued
· Update, revalidate or rescind existing PnP

· Initiate and gain approval for additional PnP

· Link local PnP to WW and align to Corporate initiatives

Procedural overview (refer to Policy to Create Policies)

· Process Owner prepares DRAFT document

· 1st review circulated to cross-functional areas that interface with the process.

· 2nd review circulated to WW policy review team and those considered mandatory approvers such as Legal, Human Resources, Information Technology and Finance.

· 3rd review circulated for Senior Executive review and as issuers of the policy. 

· Issue PnP and communicate that it has been issued.
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