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As you know, over the last several years, the university has been enhancing efforts to ensure that employees have appropriate and ongoing training.  

After reviewing this topic with Lynn Purdy and Kathy Routly, I am in full support of requiring these classes every three years.  There are a maximum of 17 workshops required. 

· The requirement is to complete these workshops over a three year period.  The maximum requirement is 6 classes a year or 12 hours of training per year (1 and 1/2 days).  

· Below is information on RIT’s Accounting Practices, Procedures, and Protocol Series at RIT, two courses in the Supervision/Management/Leadership Cluster, and information on the cash handling safety procedures workshop.
· In order to strengthen Student Affairs skills in RIT’s Accounting Practices, Procedures and Protocols I am requiring all my direct reports, all supervisors that supervise employees performing financial functions and all employees that perform financial functions attend all the RIT Accounting Practices, Procedures, and Protocol training workshops and two courses in the Supervision/Management/Leadership/ series. 
· I am requiring all my direct reports, all supervisors that supervise employees handling cash, and all employees that handle cash attend the cash handling safety procedures workshop.
· If you have not taken these workshops within the last three years, you will be required to repeat the workshop. 
· For questions regarding workshops and dates of attendance in the past, please contact Lynn Purdy.
· I plan on attending.
For each of these series, there is a website listed to sign up for the workshops. I encourage you to register for the classes as soon as possible, to avoid conflicts.  The workshops are all held on campus are typically 2 hours long. Many of the workshops are only offered once per year.

RIT Accounting Practices, Procedures, and Protocol

Web Site:  http://finweb.rit.edu/cpd/technology/accounting.html

This series is designed to familiarize employees with accounting and budget practices, procedures and protocol, as well as with basic accounting terminology used at RIT. Workshop topics include the chart of account structure; the budget process; understanding journal entries, transfers and chargebacks; accounts payable and payroll processes; accounting for fixed assets and capital projects; using Oracle standard and FSG reports and reconciling monthly statements; purchasing; travel and procurement card processes; accounting for grants and contracts, accounting for gifts and other project income and expenses; and completing accounting and payroll forms. Employees who perform financial functions, including travel and procurement card administration, as part of their role at RIT will benefit from the concepts taught in the series. The program will be presented by RIT subject matter experts in a series of fifteen workshops conducted throughout the academic year. Employees who attend all required workshops in the Accounting Series will receive a certificate of completion.

The series includes:

I. Intro to Accounting 

II. The Budget Process at RIT 

III. Understanding Journal Entries/When to Use Transfers 

IV. Accounts Payable Processes 

V. Accounting for Fixed Assets and Capital Projects 

VI. Payroll Processes 

VII. Oracle FSG & Standard Reports/Reconciling Statements 

VIII. Accounting for Grants and Contracts 

IX. Accounting for Gifts, Endowment Earnings, and Other Projects 

X. Purchasing Processes and Procedures 

XI. Travel Policies and Procedures 

XII. Procurement Card Processes 

XIII. Accounting and Payroll Forms 

XIV. Balance Sheet Account Reconciliations 

Cluster: Supervision/Management/Leadership 

Web Site: http://finweb.rit.edu/cpd/leadership/

The Programs included in this learning cluster are directed toward the development of the skills, knowledge and capabilities needed for RIT's supervisors, managers, department chairpersons, deans and vice presidents. 

Internal Controls Training 
This course will discuss the importance of, components of, and the responsibility for establishing and maintaining internal controls. Various examples of what can happen when controls are non-existent or broken will be shared throughout the session. 

Fraud in the Workplace 
Occupational fraud can be found in any workplace. Whether an organization is a non-profit entity such as a university or a large for-profit corporation, fraud has occurred and continues to occur. This seminar will provide you with the knowledge to prevent fraud from occurring in your area of responsibility. 

Cluster: Enhancing Faculty & Staff Performance

Web Site: http://finweb.rit.edu/cpd/performance/

Courses and programs in this learning cluster are designed to enhance individual performance and assist you in investing in your continued career, professional, and personal development. Topics are wide-ranging, such as: faculty development, time management, personal growth and development, workplace safety and environment, and ergonomics for the office.

Cash Handling Safety Procedures

Do you handle cash in your position at RIT? This informative, this session will cover the basics of the cash handling procedure on the RIT Campus. It will include information on opening/closing procedures and other RIT policies.
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