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FINANCE AND ACCOUNTING
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FINANCE AND ACCOUNTING MANAGEMENT COURSES
B IMPROVING ACCOUNTING COMPETENCE FOR OFFICERS AND SUPERVISORS IN ACCOUNTS DEPARTMENTS

his programme focuses on basic
accounting concepts and processes. It is
designed for middle level employees
who work in the Accounting department and
have need to improve their knowledge of
accounting. The course will also be useful for
all those who use accounting information for

routine decision making.

At the end of the programme, participants
would be able to understand all the
fundamental aspects of Business Accounting
and gain confidence in producing and dealing
with financial and accounting reports.

M. Content

» Accounting Principles and Concepts

» Systematic Processing of Transactions in
» Accounting Books

» Understanding Income Statements

» Appreciating the Balance Sheet

» Prevention and Detection of Errors and Fraud
» Reconciliation Statements

» Budgeting and Budgetary Control Reports

» IT Applications in Basic Accounting jobs

B\ Who Should Attend

Accounts Staff, Data Entry Operators, Cashiers,
Admin Assistants, and Entrepreneurs who need
basic knowledge of accounting.

Non Members - 85, 000.00
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‘ COMPUTER APPLICATIONS FOR FINANCE AND ACCOUNTING OFFICERS

he use of information technology
permeates all aspects of human activity
including accounting. Virtually all

modern organizations process transactions
with the use of computers.

This programme is aimed at enhancing the IT
knowledge and skills of accounting officers to
enable them process data faster and
accurately.

M. Content

» Overview of IT in Finance and Accounting

» Exploiting Ms-Excel in Finance and Accounting
Functions

» Cash Flow Analysis; The IT perspective.

» Reconciliation of Statements from Banks and Inter
Branch Transactions

» Maintaining Asset Register and Depreciation
Schedules

» E-Payment Solutions

» Internal Control and Security Over a Computerized
Accounting System

M. Who Should Attend

Officers in Accounts Departments and all those
who need IT knowledge to perform more
effectively.
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FINANCE AND ACCOUNTING MANAGEMENT COURSES
B\ CORPORATE CASH MANAGEMENT AND CONTROL

s engine oil lubricates the engine of a motor

vehicle, so does liquidity lubricate the

operations of an organization. Today's
business environment is such that suppliers are
demanding that payments should be made early while
customers have learnt to delay payments. An
organization that cannot meet up with its cash
obligations will hardly survive even where it is
generating profit because bills are settled with cash,
not profits.

At the end of this programme, participants will be
introduced to the current trends in cash management.
They will understand how to optimize receivables and
payables to ensure stability. They will also be exposed
to opportunities available for investing idle cash
successfully to enhance growth and profitability.

M. Content

» Relevance of Liquidity in organizational stability and
growth

» Cash Management Systems

» Cash Flow Analysis and Application of Cash Budgets

» Maintenance of Adequate Records for Cash

» Handling Bank Reconciliation

» Cash Audit Techniques

» Security and Control of Cash in a Corporate
Environment

» Investment Options in the Face of Economic
Meltdown

B\ Who Should Attend

Cash Officers, Accounts Managers, Treasury Officers,
Credit Control Officers, Budget Officers, Banking
Relationship Officers, Internal Auditors, and officers
involved in receiving and disbursing cash.
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Non Members - 85, 000.00

‘ ENHANCING THE SKILLS AND COMPETENCIES OF ACCOUNTING OFFICERS

t is often said that Accounting is the
language of business. Thus keeping your
accounting officers and supervisors well
grounded in modern skills is central to success.

This programme is designed to assist
participants understand the need for
completeness, accuracy, speed in generating
accounting information. They will also learn
how to use accounting records and financial
datain decision making.

M. Content

» Overview of the Accounting Cycle

» Financial Reporting Systems

» Budgeting and Budgetary Control Procedures

» Managing Receivables and Payables

» Use of Ms Excel in Finance and Accounting

» Understanding the use of Accounting Software

» Techniques for Timely Preparation of Bank
Reconciliation Statements

M. Who Should Attend

Officers and Supervisors in Accounts
Departments, Data Entry Operators, Budget
Officers.
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FINANCE AND ACCOUNTING MANAGEMENT COURSES
B\ MANAGING A COMPUTERIZED FINANCE AND ACCOUNTING DEPARTMENT

inancial information is critical to the

success of every business. Important

business decisions depend on having
up-to-date flow of accounting information.
Having installed a computerized accounting
system, itisimportant to manage the systemin
a way that ensures delivery of the right
information to the right users, at the right
time.

This programme is designed to assist
participants understand the information
capabilities of a computerized accounting
system and leverage on this knowledge for
speed, accuracy and flexibility.

M. Content

» Overview of Financial Reporting Systems

» Peculiarities of a Computerized Accounting
System

» Procedure for computerizing an Accounting
System

» Overcoming the Challenges of Software
Implementation

» Maximizing the Benefits of Computerization

» Control and Security over a Computerized
Accounting System

M. Who Should Attend

Accountants, Accounting Managers, Heads of Accounting
Departments, Financial Planners, Auditors, Cost and
Management Accountants, Accounting Officers and
professionals.
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DURATION:
FEE: Members

- 5 Days
- 80, 000.00

Non Members - 85, 000.00

B OVERCOMING THE CHALLENGES OF BUDGETING AND BUDGETARY CONTROL [

that flows with the overall

organizational strategy. As a managerial
tool for planning and control, budgeting
should be a value-adding activity that helps an
organization to achieve its strategic
objectives. In most cases this is not so due to
certain internal and environmental challenges.

I inancial Planning is a continuous process

This programme is aimed at equipping
participants with the skills needed to design
budgets and use them effectively for control
purposes and overcome the attendant
implementation challenges.

M. Content

» The Role of Budgeting

> Preparation of Functional Budgets

: Harmonizing with Master Budgets

» Operational Budgeting Techniques

» Capital Budgeting Techniques

»Budgetary Control and Responsibility

M. Who Should Attend

Budget Officers, Finance Managers, Project Managers,
Accountants, Financial Planners, Admin Managers,
Human Resources Managers and those handling targets,
reward and performance management.

LAGOS |ABUJA P/H IBADAN BENIN KANO
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FINANCE AND ACCOUNTING MANAGEMENT COURSES

k STRATEGIC COST MANAGEMENT

ost control is a fundamental
responsibility of management especially
in this period of Economic Meltdown. A
lazy approach would be to cut costs by lowering
product quality, reducing salaries, laying off
employees, and other activities that would have

long-term adverse effects.

This programme is designed to assist participants
instill a culture of cost consciousness in their
departments and managing costs strategically in
a manner that would ensure efficiency in
operations without compromising service
quality and employee motivation.

M. Content

» Overview of Cost Management

» Systematic Procedure for Cost Control

» Application of Kaizen Technique

» Budgetary Control of Costs

» Cost Control as a Competitive Strategy
» Managing the Downside of Cost Control

M. Who Should Attend

Financial Controllers, Cost and Management
Accountants, Project Managers, Admin and Infrastructure
Managers, Business Development Managers, and all
officers who handle expenditures.

Non Members - 80, 000.00
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B TAX PLANNING AND ADMINISTRATION

of government has been keenly focused on

corporate organizations and self-employed
individuals. Therefore there is need for
businesses to strategically arrange their
financial affairs so as to minimize incidence of
taxes. This is the goal of Tax planning and
administration.

I n recent times, the tax collection machinery

At the end of the programme, participants will
be equipped with current information on tax
matters along with helpful tips to enable them
deal with representatives of tax boards, avoid
penalties and plan for tax paymentin the most
efficient manner.

M. Content

» Overview of Tax Planning and Administration

> Optimizing PIT through Efficient Salary
Restructuring.

» Effective Management of Capital Gains Tax and
Capital Allowances

» Withholding Tax Systems

» Regulatory Frameworks for Tax Remittance

»Value Added Tax Processing

» Combating Tax Evasion

M. Who Should Attend

Tax Officers in Private and Public Sectors,
Accountants, Tax Planners.

LAGOS |ABUJA P/H
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FINANCE AND ACCOUNTING MANAGEMENT COURSES
B\ INTERNAL AUDIT AND COMPLIANCE MANAGEMENT

s operations of an organization

increases in size and complexity, it

becomes more challenging for the
Internal Auditor to design and implement
specific audit procedures required to ensure
adherence to policies and procedures laid
down by management.

At the end of this programme, participants will
have a firm grasp of internal control
procedures and also appreciate the role of the
internal audit function in business auto
piloting and service delivery.

M. Content

» Overview of the Internal Audit Function

» Installation and Maintenance of Internal Control
Systems

» Creating an enabling environment for Internal
Controls

» Internal Audit as a Tool for Achieving Effective
Corporate Governance

» Application of IT in Internal Audit

» Symptoms of Ineffective Internal Controls

» Managing the External Auditor

M. Who Should Attend

Internal Auditors, Financial Controllers,
Accountants and all officers who have audit
responsibilities.

LAGOS | ABUJA P/H IBADAN BENIN KANO
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k EFFECTIVE MANAGEMENT OF E-PAYMENT SYSTEMS

lectronic Payment System is now

generally acclaimed as the most

preferable way of payment, both in the
private and public sectors of the economy.
Though the deployment of e-payment like any
other new technology has its challenges, the
benefits of transparency and accountability far
outweigh the challenges.

This programme is designed to train
participants on the use of e-payment
technology and methods of reconciling
payments to workers and contractors with
accounting records.

M. Content

» Overview of electronic banking products
> Designing a Framework for e-payment.

» Processing of e-payment transactions

» Managing the Risks of e-payment

» Managing the e-payment department

» Overcoming the challenges of e-payment.

M. Who Should Attend

Accountants, Bankers, Payroll Officers, Treasury Officers,
Admin Officers, Accounts officers in ministries and
parastatals, and all those who make or receive payments
electronically.
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DURATION: - 5 Days
Members - 80, 000.00
Non Members - 85, 000.00
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