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INDIVIDUAL DEVELOPMENT

BUSINESS COMPETENCIES

The following information is offered to assist you in further developing the AICPA
Business Competencies. Keep in mind that these are suggestions only, and may
not apply to the work you do. Employees and managers should discuss the
competencies during the quarterly feedback and review sessions to determine how
the competencies relate to their jobs and what steps can be taken to expand a
competency area.

Business Mindedness

Avoiding Sexual Harassment for Managers

Avoiding Sexual Harassment/Legal Issues for Non-Supervisory Staff
CPE Courses

Facilitating for Results

Forward Thinking

Leadership 2000 Series

Legal Issues for Managers

Presentation Skills

Problem Solving/Decision Making

Customer Service Orientation

Expressing Yourself: Presenting Your Thoughts and Ideas
Forward Thinking '
Handling Emotions Under Pressure

Moving From Conflict to Collaboration

Proactive Listening

Problem Solving/Decision Making

Service Strategies in a Nanosecond World

Commitment to Quality

Forward Thinking

Performance Management & Appraisal Process
Proactive Listening

Problem Solving/Decision Making

STAR for Job Performance







Influencing for Win-Win Outcomes <
$40

Recommended for all staff.

Organizations thrive on new ideas, but too many ideas are lost because people lack
the skills to win support for their proposals. This unit provides skills and techniques
participants can use to influence others. Participants learn how to win support for
their ideas by communicating clearly and focusing on results.

November 3 1:00 PM - 5:00 PM
April 20 9:00 AM - 1:00 PM

PROBLEM SOLVING/DECISION MAKING

Recommended for managers at all levels and employees who participate
substantially in problem solving and decision making within their teams.

$600

Alamo Learning Systems will present AdvantEdge, a 3 day workshop that teaches
four specific thought processes to achieve effective rational thinking. AdvantEdge
develops proficiency in the critical, analytical skills of problem solving, decision
making, problem prevention and situation review. At the conclusion of the training
participants will be able to:

e Identify the differences between reactive and proactive management and the
advantages of the proactive approach

e Apply facts, measurements, and differing perspectives in developing solutions
and decisions

e Focus energy and resources on important issues by clearly defining priorities

¢ Pinpoint the root cause of problems through fact-based, comparative analysis

e Develop decisions and recommendations that emphasize criteria and results, vs.
opinions and emotion

e Prepare for and prevent potential problems, as well as take advantage of
opportunities

e Coordinate. communicate, and collaborate more effectively through clear,
consistent approaches to problem solving, decision making. and planning

e Align/integrate problem solving/decision making skills with quality and
continuous improvement tools and processes

September 14 — 16 9:00 AM - 5:00 PM
March 22 — 24 9:00 AM - 5:00 PM
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WRITTEN COMMUNICATIONS

Writing Internal Correspondence #

Recommended primarily for support staff who write letters, memos and E-mail to
people within the Institute. This workshop is presented by IWCC.

$350

Participants will leave this workshop with immediately useable skilis for writing

professional letters, memos and E-mail that can be easily understood and acted

upon quickly. You will learn to:

e Write and edit your correspondence quickly and effectively

o Write sentences that are grammatically correct

e Determine the appropriate content and level of detail that should be put into the
document

o Wirite concise, to-the-point documents that have a clear purpose and that ask for
specific actions

October 15 - 16 9:00 AM - 5:00 PM
January 14 - 15 9:00 AM - 5:00 PM

Writings Letters and Short Reports

Recommended for staff who write letters and reports on the job. It is ideally suitable
for those who primarily write to their boss. colleagues or committee members within
the AICPA. This workshop is presented by IWCC

$350

Participants will leave this workshop with immediately useable skills for writing
professional letters and short reports that deliver clear, concise messages. You will
learn to:

e Measure the clarity and effectiveness of your own writing

¢ Manage the written communications of others

o Write and edit your documents quickly and effectively

¢ Write concise, to-the-point letters and reports

e Write in a constructive tone

November 12 — 13 9:00 AM - 5:00 PM
February 11 -12 9:00 AM - 5:00 PM
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SELF-DIRECTED OPPORTUNITIES

AICPAICPE Self-Study Courses

There are approximately 460 AICPA self-study courses available. See the 1998
AICPA/CPE Self-Study and Video Catalog for course descriptions or contact
Gabrielle Ulloa or Evelyn Grammar to review available courses. To order, complete
the Gratis Requisition form on Infinium (requisition type GRA), replacing 001
(Harborside) with 003 (USCQ). As in the past, your team activity will be charged a
nominal fee for this material. CPE Course offerings can also be viewed on the
“AICPA Web Site.

Business Competencies through CRISP Publications

We have an exciting new training venue though CRISP Publications. Now. in
addition to classroom training, you can develop your skill through self-study. See
page 31 for more details.

Computer Skills

Video tapes, diskettes, and CD-ROMs for self-study are available in both the NJ and
DC libraries. See the list of available courses on the Library Bulletin Board in the
section names “Video.”

CPE and CEU

e Every year our Professional Development team arranges for appropriate CPE
courses for AICPA staff CPAs. Please watch for announcements in FastFact
and VIC for upcoming seminars.

e There are approximately 460 AICPA self-study courses, averaging around 10
credit hours each. See the 1998 AICPA/CPE Self-Study and Video Catalog for
course descriptions or contact OD & T to review available courses. To order.
complete the Gratis Requisition form on Infinium (requisition type GRA),
replacing 001 (Harborside) with 003 (USCO). As in the past, your team activity
will be charged a nominal fee for this material. CPE Course offerings can also be
viewed on the AICPA Web Site.

e The AICPA offers an average of 35 conferences each year. See the AICPA Web
site for this year's offerings. Send Rachel Dichter an e-mail if you are interested
in a conference and she will register you. Your team activity will be charged $75
per day for attending AICPA conferences. (See Policy #19.16).

e We also have arrangements with both the New Jersey and New York State
Societies to participate in their conferences, group study classes and courses at
minimum costs.  Check each State Society for a listing of available
opportunities. Send the completed external training request form to OD & T for
processing.
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e PDG, deliverer of most of our on-site computer training, is an approved provider
of CPE by the NY State Board of Education for Excel classes. Each full day
class is worth 7 CPE credits. Ask your instructor for a centificate of completion
and he/she will arrange to have one sent to you.

e All Zenger Miller courses (Team Leadership, Team Effectiveness, Leadership
2000 and Facilitating for Results) are available for CEU (Continuing Education
Units) credit with each classroom hour equivalent to .1 CEU. Before taking a
Zenger Miller class, you must obtain the necessary forms from the Zenger Miller
Continuing Education Administrator at (801) 523-5563. After completing each
unit, have the instructor sign the form. The processing fee for each application is
$10.00 and covers 1 - 5 classes.

INVESTMENT SEMINARS

Recommended for all employees.
No Cost

Charles Schwab, trustees of our 401K, will be providing a series of short workshops
on the topics listed beiow throughout the year. The first series will be conducted
during the week of September 14. Watch FastFact for the specifics.

Smart Steps To Retirement Planning

Provides the guidelines you need to define your retirement goals. then demonstrates
how to use the investments offered through Schwab to plan for a secure financial
future.

Smart Steps To Mutual Fund Investing

Presents the basics of mutual fund investing and demonstrates how to choose the
mutual funds that may best suit your needs based on your risk tolerance and time
frame.

Smart Steps To Investing

This seminar discusses the basics of investing and presents the pros and cons of
the different types of investments: stocks, fixed-income securities and mutual funds.
The course also helps you define your financial goals, choose an investment plan
and put that plan into action.

Smart Steps To Fixed-Income Investing

This course helps you identify fixed-income investment objectives, learn more about
the difference types of investments and demonstrates how to potentially increase
fixed-income yields in a low interest rate environment.
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Smart Steps To Maximizing Your 401(k)

This course help§ you make more-informed decisions about how much you should
be saving for your retirement and how to allocate your savings across investments in
order to balance risk with reward.

Controlling Your Financial Future: How To Increase Wealth,
Decrease Your Debt And Manage Cash Flow

You will learn the basic financial management skills needed to better manage your
day-to-day finances. You will review your insurance coverage, calculate your net
worth, set financial goals based on those values, learn wealth-buiiding techniques,
. ‘and create a spending plan.

How To Protect Your Financial Foundation

This workshop helps you further strengthen your financial future by teaching you
ways to maximize your net worth, protect income and weaith from taxes, and
develop an estate plan. You'll learn how to get the most for your money when
purchasing a home, buying or leasing a car, or saving for coliege or retirement.

How To Invest Your Lump-Sum Distribution

In this workshop, you learn how to deal with one of the most critical situations you're
likely to encounter in your working years: What do | do with a lump-sum distribution?
You'll work through the various tax ramifications associated with rollovers or taking
an early withdrawal, and learn what you will need to save for a secure retirement.

CPR AND FIRST AID

Recommended for all staff The following will limit your ability to practice some of
the skills presented during the course: emphysema; pregnancy; illness; breathing
difficulties; heart disease; current weeping skin lacerations or blisters on hands or
near mouth: under 90 pounds; respiratory disease.

$100

This course is for those needing re-certification and first timers as well. Topics
covered include: emergency actions principles; airway obstruction; adult CPR,
symptoms of shock; bone & joint injuries, epilepsy & diabetic emergencies;
respiratory emergencies; signals of a heart attack; bleeding control; burns & poisons;
symptoms of a stroke and heat stroke & cold emergencies.

October 8 9:30 AM - 5:00 PM
February 25 9:30 AM - 5:00 PM
June 24 9:30 AM - 5:00 PM
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