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ACPEN Group Study Guide

Thank you for your purchase of this Accounting Professional Education Network (ACPEN) Video Group Study program.  ACPEN is a joint effort between Business Professionals' Network, Inc. and the leaders of the accounting profession in the United States.  These include the state CPA societies to which many of your firm’s accounting professionals probably belong and the top-flight national experts who contribute their time, expertise and insight to Accounting Continuing Professional Education Network broadcasts.   ACPEN produces and broadcasts a live, monthly continuing professional education program that is delivered by satellite and webcast, with the assistance of state CPA societies in many states, to CPAs and others with an interest in important tax, accounting and financial information.

What is ACPEN Video Group Study?

Corporate training directors and accounting firm training managers told us that these video broadcasts, each with eight CPE credit hours, would be very valuable to them if they could be made available in a DVD format for in house group study.  ACPEN Video Group Study programs are a complete record of these live broadcasts.  They allow your firm to provide this cutting edge information to your staff in a timely way that is incredibly efficient.  You can schedule each educational session to best fit the firm’s schedule and that of your employees.

You receive the entire educational content of the live broadcast, including all presenters, and the questions that were asked by viewers with the discussion they engendered.  We have omitted the breaks and other non-educational information that is not relevant to the in house group study setting.

You will also find a set of materials, in the form of a print master, from which you can produce as many copies of the materials as you need for your staff attending the group study.  If you would prefer to have books produced and shipped to you, you should advise your sales representative and we will provide pricing and other details. 

Getting the Most Out of In-House Group Study with ACPEN Video Group Study Products
ACPEN has done most of the work for you by producing an excellent educational program and written materials that will meet the high standards that CPA Societies around the country have established for their own members for more than twenty-five years. 

To get the full educational benefit for your staff when you use the Video Group Study program, there are several steps you should take.  Obviously, DVDs and written materials provide you with solid information and analysis by experts in the field.  This constitutes the bulk of the benefit to the professional viewer.  

Step One:

Appoint a Group Study Facilitator!

An important part of the value of group study is in the meaningful discussion that flows from the video presentations among the staff attending the program.  In order to maximize this potential, we suggest that when you schedule a group study session, you also identify a senior staff person who is knowledgeable in the field covered by the ACPEN Video Group Study program. This person should be identified as the facilitator for the group study session.  He or she should be provided with a set of materials and the DVDs in advance of the group session.  He/she should review these and be prepared to answer questions at the group study session that may arise or guide a discussion on areas of particular interest to your firm or corporation.  He/she should also look for information that should be updated for participants because of changes in practice or the law occurring since the date of the original broadcast. Finally, during this review, they should note any defects in the DVDs.  Business Professionals Network works with highly experienced and qualified duplicators but it is always possible that a DVD could be defective, though this is extremely rare.  Should you find a defect in a DVD or in the printed materials, contact your sales representative at once, or call 972-208-0478, and let us know about the problem.  We will replace the product immediately, at our cost, as quickly as needed.  Obviously, we can best avoid inconvenience to your firm if you have previewed the product well before the date you intend to use it.  We will provide you with a shipping account number and ask you to return the defective product to us for our quality control staff to analyze the problem. 

Step Two:

Schedule Your Group Study Session in the Way Most Convenient to You!

Each ACPEN Video Group Study Program is based on 400 minutes (8 CPE hours) of educational content. Each DVD you receive should show its length, however, someone should preview the tapes to identify the best points at which to divide the presentation, unless you intend to use them as a single, full day event. You should consider the best way to use the group study DVDs.  You may want to consider:

· A single session where you use the entire set of DVDs, or

· Break up the program into two, three or four parts.

If you choose multiple parts, you can consider sessions on consecutive days, at lunch or the end of the day.  You may also consider a weekly model where the entire program is covered over the span of two weeks or a month.  Whatever you choose, be sure to allow some time for discussion, in addition to the running time of the video.
Step Three:

Identify Who Should Attend.

Once you have scheduled the group study session(s) and identified a facilitator, notify the accounting, tax and other financial professionals of the sessions and determine the number of sets of materials you will need. You should also consider that while ACPEN programs are designed for CPAs, others who have a need to know about the information contained in the broadcast should be offered the opportunity to sit in.  These may include non-CPAs who do accounting work, other administrative staff who have responsibility in the area covered by the broadcast. Lawyers, human resources managers, and others may all benefit from the information provided.  The person you have identified as the facilitator should be asked for suggestions on this after the material has been reviewed.  

You should note that the license you receive by purchasing ACPEN Video Group Study Programs is limited to the number of persons agreed upon in the purchase agreement.  Any additional persons who view the program who are not covered in the purchase agreement must be paid for under a supplemental agreement.  Failure to do so constitutes a breach of our agreement.  Business Professionals Network reserves all of its legal rights in such a case, including withholding the verification of CPE credit for your firm, with applicable state boards of accountancy, until the matter is resolved.

Step Four:

Group Study Program Management
In order for those participating to obtain the maximum benefit, it is important that you ensure the following occur:

· The room should have an appropriate monitor and DVD player.
· Brief the facilitator on the use of the DVD player or assign someone to handle this for the facilitator.

· Provide the facilitator with the DVDs and written materials to review in advance of the first session.

· For CPE credit purposes, read the CPE credit packet you received for this course, so you can complete it properly.

· It is important to document all those attending as well as the starting time of the program using the enclosed ACPEN Video Group Study Attendance forms.

· Each attendee should receive a set of written materials and should sign in as attending the session.

· The DVDs scheduled for the session should be played for the group.

· The Facilitator should stop the video at appropriate points for discussion and/or should lead the discussion following the video.

· The ACPEN Video Group Study Attendance forms should be annotated with the names of those attending, completion time of the session and the total length of the session.  This should be certified by the Facilitator or the person responsible for supervising training.  

The total length of the program, for CPE credit purposes, is:

the time spent by the group watching the video
plus

the time devoted to group discussion.

(Note: Breaks and lunch should not be counted.)    

· Each individual attending should complete a Video Group Study evaluation form.

· Follow the instructions for documenting attendance,

· You should maintain a copy of the attendance form, the DVDs, and the written materials to document the program in the event of an audit by the state board of accountancy.

CPE Credit Information
Licensed CPAs must complete a required number of hours of continuing professional education (CPE) and report it to the state board of public accountancy.  ACPEN Video Group Study programs allow individuals to earn group study CPE credits if you follow the procedures above.  Each state has its own requirements for CPE credit and documentation. 

 Unless you have made special arrangements with your sales representative, Business Professionals Network (BPN) is the sponsor of the program for CPE credit purposes.  We will provide CPE participants in your firm with CPE completion certificates for this event once you provide us with a certified list of those attending and the time each participated in the event.  This list and event information must be certified and sent to us by the event coordinator, as described in the CPE credit form packet you received.  It should be noted that CPE certificates will not be issued until the invoice for the event has been paid, unless special arrangements have been made with your BPN sales representative.

Generally, each CPE credit hour requires 50 minutes of contact time, in the form of either video or discussion.  (You should verify this with your own state board of accountancy.)  Thus, eight hours of CPE credit requires 400 contact minutes.  You should apply this formula when completing the individual completion certificates for attendees and the ACPEN Video Group Study Event Record and Attendance form.

If you have other questions about CPE credit, you should contact your state board of public accountancy.

Shelf Life of ACPEN Video Group Study Programs
Like all educational information, ACPEN Video Group Study programs have a useful life span, during which they will be most valuable.  This life span varies from topic to topic and depends, in many cases, on actions of the government, regulatory agencies and standard setting organizations that occur after the original broadcast.  Therefore, we provide you with the date that the original ACPEN broadcast occurred as part of the materials.  It is assumed that your purchase of this product will result in its use in the near term.  Also, please note the disclaimer in the front of the written materials.

You may contact ACPEN and request an opinion on whether the information is outdated.  Also, someone on your staff who is well versed in the subject covered by the Video Group Study Program should be able to provide guidance on the amount of change in the field from the date of the original broadcast. 

You may want to start a library of ACPEN Video Group Study programs but, like all continuing education materials, you must ensure that users in the future update information that may have changed.

ACPEN Information

If you need additional information about ACPEN broadcasts or Video Group Study Programs contact Business Professionals' Network, Inc., at 972-377-8199 or 972-208-0302.
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