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Career Development and Training 

J a me s  Moore  & Co. (J M&Co.) Unive rs ity 

JM&Co. Unive rs ity provides  s tructure  and s ta nda rdiza tion for Continuing P rofe s s iona l 

Educa tion (CP E) and othe r tra ining ba s e d on a n employe e ’s  te chnica l expe rie nce  le ve l, 

a re a  of conce ntra tion i.e ., Accounting a nd Auditing, Ta x, TS C, ACS , e tc., a nd the  

ove ra ll ne e ds  of the  Firm. The  goa ls  of JM&Co. Unive rs ity a re  to: 

• Empha s ize  technica l tra ining,

• Ide ntify and provide  tra ining tha t is  re quire d for unique  expe rie nce  le ve ls ,

• Us e  e xis ting re s ources  whe n pos s ible , a nd

• P res e nt s ufficie nt in-hous e  tra ining for mos t employe es  to me e t the ir CP E nee ds  a nd

re quireme nts .

Furthe r informa tion re ga rding JM&Co. Unive rs ity ca n be  found in the  Firm’s  Tra ining 

P olicie s  a nd P roce dures  Bulle tin. 

Ca re e r Advis or P rogra m 

The  Care e r Advis or P rogram is  bas e d primarily upon the  s emi-a nnua l pe rforma nce  

e va lua tion of a ll employe e s  by utilizing pe rforma nce  s ta nda rds  known a s  Core  and J ob 

S pe cific Compe tencie s . 

The s e  compe te ncie s  ha ve  bee n spe cia lly identifie d to he lp deve lop the  unique  blend of 

te chnica l and huma n skills  and knowle dge  e xpe cte d a t e ach pos ition le ve l. Furthe r 

informa tion re ga rding the  Ca re e r Advis or P rogram ca n be  found in the  Firm’s  Ca re e r 

Advis or P rogram Bulle tins . 

In a ddition to the  Ca ree r Advisor s emi-a nnua l e va lua tion cited a bove , ta x a nd A&A 

a ccounting employe e s  may rece ive  re a l-time  ta x eva lua tions , a fte r tax s ea s on 

e va lua tions , and/or enga geme nts  eva lua tions . P e rforma nce  e va lua tions  a re  comple te d 

on a ll clie nt e ngagements  tha t e xce e d 40 hours . Furthe r eva lua tions  a s s e s s ing 

e mployee  pe rforma nce  during tax s e a son a re  comple te d a fte r April 15th. 



Ca re e r Me ntoring P rogra m 

The  Care e r Mentoring P rogram compleme nts  the  Ca re e r Advis or P rogram by 

e nha ncing the  ove ra ll de ve lopme nt of Employe e s . The  Ca re e r Me ntoring P rogram is  

ba s e d prima rily upon a  forma l one -on-one  re la tions hip be twe en a n employe e  a nd a  

Me ntor who s e rves  a s  a n a dvoca te  for the  employe e  like  a  “big brothe r or big s is te r.” 

Furthe r informa tion re ga rding the  Ca re e r Me ntor P rogram ca n be  found in the  Firm’s  

Ca re e r Advis ing P rogra m Bulle tins . 

CP A Exa m 

If you a re  a  te chnica l a ccounting employe e , you a re  e xpe cte d to ha ve  your Florida  

CP A ce rtifica tion by the  time  you a re  promote d to Mana ge r. If a  reciproca l licens e  from 

a nothe r s ta te  is  ne ces s a ry or a dvis able , the  Office  P IC is  ava ila ble  to a s s is t. 

Re imburs eme nt for CP A e xa mina tion fee s  and one -time  a pplica tion fe e  is  ma de  to a n 

e mployee  whe n a ll pa rts  of the  e xa mina tion ha ve  be e n s ucces s fully comple te d. An 

e mployee  who pa s s e s  a ll four pa rts  of the  CP A exam within two yea rs  of the ir full-time  

da te  of hire  will be  e ligible  to re ce ive  a  one -time  bonus  of $2,000 pa ya ble  on the  ne xt 

re gula rly s che dule d pay da te  following rece ipt of s upporting docume nta tion. 

To a s s is t our accounting employe es  pre pa re  for the  CP A e xamina tion, the  Firm ha s  

e nte re d into a gre eme nts  which a llow employee s  to purchas e  CP A re view ma te ria ls  a t a  

dis counte d ra te . As  a  furthe r be ne fit, the  Firm will a dva nce  the  full cos t of the  review 

ma te ria ls  inte re s t fre e , with up to twe lve  months  to repa y the  loa n. Furthe r informa tion 

on this  program ca n be  found in the  Firm’s  CP A Exam Review Mate ria l P urchas e  

Discounts  Bulle tin. 

The  cos t of the  a nnua l CP A lice ns e  fe e  is  re imburse d by the  Firm. 

MCS A a nd MCS E Ce rtifica tions  

If you a re  an employee  in e ithe r the  ITS  or TS C de pa rtme nt you a re  e ncoura ge d to 

e a rn the  MCS A a nd MCS E ce rtifica tions . The  cos t of s tudy ma te ria ls , practice  te s ts  

a nd e xa mina tion fee s  will be  pa id by the  Firm. An employe e  who e a rns  the  MCS A 

ce rtifica tion will re ce ive  a  one -time  bonus  of $500. An employe e  e a rning the  MCS E 

ce rtifica tion will re ce ive  a  one -time  bonus  of $1,000. Those  employe e s  who e a rn the  



MCS E a nd who re new the  ce rtifica tion ca n ea rn a n a dditiona l bonus  of $500 pe r 

re ne wa l no s oone r than five  ye a rs  from the  da te  of the  previous  ce rtifica tion. All 

bonus es  will be  pa id on the  ne xt re gula rly s che dule d pa y da te  following re ce ipt of 

s upporting docume nta tion. If a n employe e  volunta rily te rmina te s  the ir e mployment within 

one  (1) ye a r of re ce iving a  bonus , the  amount of the  bonus  will be  de ducte d from 

the ir la s t pa ycheck. 

P rofe s s iona l S ocie ty Due s  a nd S ubs criptions  

As  a n e mploye e  of the  Firm, you a re  e ncoura ge d to take  an a ctive  pa rt in recognize d 

profe s s iona l groups . 

Accounting Employe e s  

Afte r be coming a  CP A, you should join the  Ame rica n Ins titute  of Ce rtifie d P ublic 

Accounta nts . The  Firm will pa y (or re imburs e  you for) your a nnua l members hip due s . 

The  Firm will a ls o pa y the  annua l dues  for one  othe r na tiona l a s s ocia tion such a s  the  

Ame rica n Accounting Ass ocia tion. 

In a ddition to na tiona l a s s ocia tions , the  Firm will a ls o pay (or re imburs e  you for) your 

a nnua l due s  for me mbe rs hip in the  Florida  Ins titute  of Ce rtifie d P ublic Accounta nts  

(FICP A). The  Firm a lso e ncoura ge s  pa rticipa tion on committe e s  of the  FICP A. S ubject 

to the  a pprova l of the  Office  P IC, a ll out-of-pocke t e xpe nse s  a s s ocia te d with s e rving a s  

a  member of s uch committee s  will be  re imburs e d by the  Firm. 

Non-Accounting Employe e s  

For a ll non-a ccounting e mployee s , the  Firm will pay (or re imburs e  you for) your a nnua l 

members hip due s  for one  te chnica l s ocie ty. The  te chnica l s ocie ty mus t be  a pproved by 

the  Office  P IC. 

S pe cia lize d Cours e s  

Once  a n employe e  has  comple te d the  Firm's  re quire d tra ining it ma y be  mutua lly 

a dva nta geous  to take  s pe cia lized course s  tha t a re  not offe re d a s  pa rt of the  Firm’s  

tra ining programs . If a  cours e  is  s pecifica lly re la te d to an employee ’s  pra ctice  a re a  or 



fie ld of s pe cia liza tion, a nd with prior a pprova l from the  Office  P IC, the  Firm will 

re imburs e  you for the  cos t of tuition, cours e  ma te ria ls , books  a nd supplie s . 

To qua lify for re imburse me nt, a rra ngements  mus t be  ma de  with your Ca re e r Advis or or 

s upe rvis or to re ce ive  pe riodic progre s s  re ports . Upon comple tion of the  cours e , the  

cours e  ma te ria ls  a nd books  become  the  prope rty of the  Firm to be  pla ced in the  loca l 

office  libra ry s o tha t othe rs  may bene fit from the ir us e . The  time  spe nt pre pa ring for 

a nd a tte nding cla s s e s  is  pe rs ona l time  a nd is  not cha rge a ble . 

Da le  Ca rne gie  Cours e s , Toa s tma s te rs  Club, Etc. 

To s ucce e d in public accounting, it is  important to be  a ble  to e xpres s  yours e lf in a  

confide nt a nd a rticula te  ma nne r. It is  e qua lly important to be  frie ndly, outgoing a nd 

s ocia ble . As  s uch you a re  e ncoura ge d to improve  your s kills  in thes e  a re as  by ta king 

Da le  Ca rne gie  cours e s  or by joining a  Toa s tmas te rs  Club. 

S ince  it is  in your inte re s t a s  we ll a s  the  Firm’s  to de ve lop thes e  skills , with prior 

a pprova l from the  Office  P IC you will be  re imburs ed for ha lf the  cos t of a  Da le  

Ca rnegie  or s imila r cours e . To qua lify for re imburs eme nt, a rra nge me nts  mus t be  made  

for your Ca re e r Advis or or s upe rvis or to rece ive  pe riodic progre s s  re ports . 

Tuition Re imburs e me nt P olicy 

The  firm e ncoura ges  employe e  s e lf-deve lopme nt a nd e duca tiona l e fforts  by providing 

re imburs eme nts  for e xpe ns es  a s s ocia te d with obta ining a  de gre e  which ca n e nha nce  

a n employe e ’s  job a nd/or future  pos itions  in the  Firm. 

Eligibility 

All full-time  employe es  (de fine d a s  e mploye es  who work 30 hours  pe r we e k or 

more  on ave ra ge ) a nd whos e  pe rforma nce  e va lua tions  re fle ct a n ove ra ll s core  of 

2.75 or highe r a re  e ligible  for this  be ne fit a fte r comple ting two ye a rs  of s e rvice . 

Cove re d Expe ns e s  

The  Firm’s  tuition re imburs ement policy cove rs  up to $4,000 pe r yea r (for a  ma ximum of 

two ye a rs  or 



$8,000) for unde rgra dua te  a nd gra dua te  degre e  programs  through accre dite d 

ins titutions  a nd ce rta in non-a ccredite d programs  a s  de te rmine d by the  Office  P IC. The  

de gre e  program mus t ha ve  re leva nce  to the  e mployee ’s  curre nt pos ition or provide  

opportunity for the  employee  to a dva nce  a t the  Firm. 

Eligible  expe ns e s  include  tuition, re gis tra tion fe e , e duca tion/on-line  fe e , a nd require d 

te xtbooks  (rece ipts  mus t s hows  title  of book purcha s e d). Non-e ligible  e xpens es  include  

othe r fee s  s uch a s  room a nd boa rd, pa rking, la bs , ID, s tudent s e rvice s  fe e s , e tc. 

Applica tion P roce s s  a nd Re ce iving Re imburs e me nt 

Employe es  mus t submit a  tuition re imburs eme nt a pplica tion for a pprova l prior to 

s ta rting the ir degre e  program. Only future  cours es  will be  e ligible  for re imburse me nt; 

the  progra m will not re troactive ly re imburs e  for prior cla s s e s  or expens e s . 

You will rece ive  re imburs eme nt for the  cos t of tuition, cours e  fe e s , ce rtifica tion fe e s  

a nd re quire d books  s pe cific to de gre e -re la te d cours ework up to the  maximum des cribe d 

a bove . Employee s  may re que s t re imburs ement upon succe s s ful comple tion of the  

cours e (s ) with a  gra de  of “C” or be tte r or “P ” (if pa s s /fa il). The  firm will pay 100% of 

the se  cos ts  up to the  maximum be ne fit a llowe d, le s s  a ppropria te  taxe s  a s  a pplicable . 

Employe es  will be  a s ke d to comple te  a  tuition re imburse me nt re ques t form a nd 

s ubmit a pplica ble  re ce ipts . 

If you volunta rily te rmina te  employme nt within 24 months  a fte r the  da te  you re ce ive d 

tuition re imburs ement dolla rs , you will be  re spons ible  for re funding the  full amount of 

the  re imburs ement to the  Firm. 

Community Involve me nt 

Cha rita ble  a nd Civic Orga niza tions  

Members hips  in cha ritable  a nd civic orga niza tions  a re  e ncoura ge d by the  Firm. S uch 

members hips  a nd pa rticipa tion s hould be  dis cus s ed with a nd a pprove d by your Ca re e r 

Advis or or supe rvis or. Due s , me mbe rs hips  and a ny out-of-pocke t expe ns es  a s  a pprove d 

by the  Office  P IC s hould be  s ubmitte d for re imburs eme nt. 



Ma king Acqua inta nce s  in  the  Community 

An importa nt a s pe ct of profe s s iona l de ve lopme nt is  to deve lop acqua inta nces  outs ide  

the  Firm. In a ddition, by ma inta ining a  wide  ra nge  of outs ide  a cqua inta nces , it 

de mons tra te s  to the  community the  qua lity of the  pe rs onne l tha t work for the  Firm. 




