CHARTERED BANKER

Syllabuses

This document contains the current syllabuses for the Chartered Banker subjects.
Whilst the document may prove beneficial to prospective students, employers,
Tutors and Senior Tutors, readers should be aware that the content is subject to
change without notice.

Updates will be made as and when required.
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Building Society Operations

Credit Value: 1.0

AIMS

GENERAL AIM

To provide financial services professionals with an extensive, detailed and critical
knowledge and cognitive skills of critical thinking, analysis and synthesis required to
effectively manage in a building society environment.

SPECIFIC AIMS

1. To provide students with an extensive, detailed and critical knowledge and
understanding of the building society industry in the UK and overseas.

2. To provide and develop the knowledge, understanding and skills necessary for
students to understand the financial operations, management and administration of
building societies.

3. To provide an extensive, detailed and critical knowledge and understanding of the
wide range of products available to building society customers.

4. To give an ability to apply knowledge and understanding of key building society
legislation.

5. To provide an extensive, detailed and critical knowledge and understanding of the
management of building societies.

CONTENT

1. INTRODUCTION

e What is a building society?

e  Mutuality

e History and development of building societies

e Deregulation - new powers under the Building Societies Acts 1986 and 1997

e Recent trends and developments

e  Structure of the industry

e The future
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REGULATION

Development of legislation

Specific provisions of the 1986 and 1997 Acts
Funding

Lending

Subsidiary and associated organisations

The Financial Services Authority

Other laws relevant to building societies

FINANCIAL OPERATIONS

Sources of finance

Reserves

Asset structure

Overview of financial accounts

Liquidity and investment of surplus funds
Management expenses

Surplus/profit

MANAGEMENT AND ADMINISTRATION

Member accountability
Corporate governance

Criteria for prudent management
Organisation structures

External and internal audit
Reporting requirements

FUNDING PRODUCTS

The market for funding products
Retail savings and investments
Rights of members

Wholesale investments

The Treasury function
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LENDING AND RELATED PRODUCTS

The market for lending products

Loans secured on land for residential use
Principles of mortgages

Charges and charge administration
Methods of repayment

Types of mortgage

The mortgage lending process

Mortgage administration

Buildings and contents insurance

OTHER PRODUCTS

Money transmission services
Life assurance

General insurance

Estate agency and land services
Investment services

Captive insurance companies
Agency arrangements

Housing initiatives

CHANNELS TO MARKET

Retail distribution through branches
Agencies

Postal business

Call centres

The Internet

COMPLAINTS AND COMPENSATION

Dealing with complaints - regulatory and practical aspects
The Financial Ombudsman Service

Insolvency

The Financial Services Compensation Scheme

MERGERS AND TRANSFERS OF ENGAGEMENTS

Mergers
Transfers of engagements
Strategic alliances



. CHANGES IN CORPORATE FORM

Shedding mutual status

The case for and against mutuality
Regulatory requirements

The ‘conversion’ process

Overview of conversions in practice

TRADE ASSOCIATIONS

The Building Societies Association
The Council of Mortgage Lenders
The International Union



Business Banking

Credit Value: 1.0

AIMS

GENERAL AIM

To provide an extensive, detailed and critical knowledge and understanding of the
business banking industry and to develop a range of business banking skills, techniques
and practices at a professional level.

SPECIFIC AIMS

1.
2.

3.

To develop a critical understanding of the canons of lending.

To allow bankers to exercise a range of business banking lending skills, techniques
and practices.

To interpret and assess business accounts by critical analysis, evaluation and synthesis
of complex issues.

To review the ongoing interface and communication with customers and their
spectrum of reactions to the principles of business banking.

. To develop effective problem solving and decision making using appropriate

quantitative and qualitative skills including identifying, formulating and solving
business problems and assessing and managing risk in a business banking context.

CONTENT

1.

THE BANKER CUSTOMER RELATIONSHIP

Explain the basis of the banker-customer relationship which gives rise to contractual
rights and obligations.

Analyse the rights and duties of banker and customer and explain the consequences
of any breach of them.

THE CANONS OF LENDING
People/Character
Purpose/Amount

Repayment Capability/Terms
Security

Remuneration/Margin



THE BALANCE SHEET AND ITS RATIOS

The Balance Sheet - a summary
Ratio Analysis and Interpretation

SECURITY FOR ADVANCES

Types of Security
Margin in the security value

ASSESSING CUSTOMERS’ NEEDS

Customers’ Needs
Alternative Methods of Borrowing
Examples of lending to specific sectors e.g. farming, property development/builders

LENDING IN FOREIGN BUSINESS TRANSACTIONS
Types of lending in the foreign business sector
ASSESSING/CONTROL ADVANCES

Monitoring Cash Flow Reports/Projections

WHEN THINGS GO WRONG - TYPES OF PROBLEMS

Administration/Receivership
Diligence and Insolvency



Business Law

Credit Value: 1.0

Note on Jurisdiction:

Please note that there is an England & Wales version of Business Law and a Scots Law
version. The syllabuses are the same at headline level, i.e. the legal and court system will
be covered in accordance with whichever jurisdiction has been chosen for study.

AIMS
GENERAL AIM

To provide extensive, detailed and critical knowledge and understanding of the legal
environment within which financial services professionals operate, in particular the legal
nature of the business organisations they will deal with.

SPECIFIC AIMS

1. To provide an extensive, detailed and critical knowledge and understanding of the
Scottish/England & Wales legal system.

2. To develop the ability to apply knowledge and understanding of situations by critical
analysis, evaluation and synthesis of complex issues necessary for candidates to
understand the differing nature of legal entities.

3. To use this knowledge and the accompanying cognitive skills of critical thinking,
analysis and synthesis to ensure the correct business decisions are taken on the basis
of a legal perspective.

CONTENT
1. AN INTRODUCTION TO THE LEGAL SYSTEM

The legal structure

Sources of law

The court system

The practitioners of the law

2. THE LAW OF AGENCY

e What is agency?
Constitution of agency
e Classes of agents



&

~N e e o o o

THE DUTIES OF AN AGENT

Render personal service

Exercise due care

Keep accounts

Disclose material information

The must nots: Compete with his principal
Disclose confidential information

Make a secret profit

Rights of an agent

Agency relationships

Authority of an agent

LIABILITY OF AN AGENT

Agent for a disclosed principal
Agent for an undisclosed principal
Agent acting ostensibly as a principal
Where the principal is non-existent
Termination of agency

LAW OF PARTNERSHIP

Formation of a partnership
The legal status of a partnership

Relationship between partners and third parties

LIABILITY OF PARTNERS

Relationship between the partners
The duties of a partner

Different categories of partner
Limited partnerships

Partnership property

AUTHORITY OF A PARTNER

A partner‘s authority
Assigning partnership shares
Appropriation of payments
Termination of a partnership
Opening a partnership account
Joint and several liability

10
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CONTRACT

Formation of a contract
Capacity to contract
Evidence of a contract
Void or voidable
Breach of contract
Termination of contract

CHEQUES AND THE BANKER-CUSTOMER RELATIONSHIP

Bills of exchange
Cheques
Negotiation of cheques

THE CONSUMER CREDIT ACT

Types of credit

Consumer credit licensing

Regulated consumer credit agreements

The form and content of a regulated agreement

The charge for credit and annual percentage rates (APRS)
Security for consumer credit regulated borrowing
Termination of agreements and recovery

Overdrafts

Consumer Credit Act review

. INTRODUCTION TO COMPANY LAW

The development of company law

Contrasting the limited company with a partnership
Corporate personality

Types of limited company

Promotion and incorporation of the company
Registering the company

The constitution of the company

The Memorandum of Association

The Articles of Association

11



12. FINANCING THE COMPANY

Classification of capital

Methods of raising capital
Maintenance of capital

Loan capital

Borrowing powers of a company
Borrowing powers of the directors
Debenture stock

Security for loans

13. THE COMPANY DIRECTORS

e  Appointment of directors
e Remuneration of, loans to and powers of directors
e Duties of directors

e Personal liability of a director

e Removal of a director

14. MEMBERSHIP OF A COMPANY

The Register of Members

The annual return and disclosure of information
Termination of membership

Rights of members of a company

Payment of dividend

Majority rule and minority protection

15. MEETINGS AND RESOLUTIONS

Meetings of directors
Company meetings

Notice of meetings
Collective acts of the Board

16. TAKEOVERS AND MERGERS

Takeovers and mergers

Schemes of arrangement

Compulsory acquisition of shares

The City Code on Takeovers and Mergers



Call Centre Management

Credit Value: 1.0

AIMS

GENERAL AIM:

To provide existing and prospective call centre managers with an extensive, detailed and
critical knowledge of call centre operations and to develop a range of skills, techniques
and practices in the management of human and technological resources in relation to
financial services sector call centre management.

SPECIFIC AIMS

To develop extensive, detailed and critical knowledge and an understanding of the
operational structure of typical call centres within the financial services organisations
and how these integrate with overall business objectives and strategy.

To analyse call centre technology and telephony systems and how to plan, evaluate
and assess operational resources.

To develop the ability to critically analyse and synthesise views on human resource
planning in the call centre, including recruitment and selection, performance
management and leadership and motivation of staff.

CONTENT

OVERVIEW OF THE UK CALL CENTRE INDUSTRY

Financial services call centres
Business planning in the call centre

BUSINESS PLANNING IN THE CALL CENTRE

Integration of the call centre with other business units
Organisational structure of the call centre

Relationship of the call centre with other business units
Planning the functions of the call centre

Planning for success in outbound calling

Consumer legislation and outbound calling
Outsourcing and offshoring

Management tools for project planning and forecasting
Project planning

Forecasting

Contingency planning

13
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PLANNING THE TECHNOLOGY AND TELEPHONY

Web integration and CRM systems

Planning the telephony

The Automated Call Distributor

Computer Telephony Integration (CTI) and the ACD

HUMAN RESOURCES PLANNING - AGENT UTILISATION

Working out how many agents you need
How to measure agent productivity

RECRUITMENT, SELECTION AND HR MANAGEMENT

Recruitment and selection

How to attract suitable candidates
External recruitment methods
Internal methods of recruitment
Selection methods

Making the offer of employment
Contract of employment

The induction programme
Reward and recognition
Managing absence and agent attrition
Succession planning

ERGONOMIC ISSUES IN THE CALL CENTRE

Creating an ergonomic call centre
Layout

Headsets

Team structure

Equipment and accommodation
Health and safety

MANAGEMENT, MOTIVATION AND COMMUNICATION IN THE CALL
CENTRE

The role of the manager and management theory
Motivation

Hygiene factors

Motivating factors

Managing groups at work and team building
Communication

Managing change

14
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MANAGING PERFORMANCE AND QUALITY IN THE CALL CENTRE

The performance management process

Set performance objectives and standards

Identify variances in performance

Conduct performance appraisals

Action plan for individual performance improvement
Managing underperformance

Quality management

Measuring customer satisfaction

Benchmarking

TRAINING AND COACHING

Training

Theories of learning
The training cycle
Coaching

15



Corporate Finance

Credit Value: 1.0

AIMS

GENERAL AIM

To provide an extensive, detailed and critical knowledge and the skills required
by financial services professionals to allow them to operate effectively in the corporate
finance environment.

SPECIFIC AIMS

1.

2.

To provide an extensive, detailed and critical knowledge of the corporate
environment and the finance function.

To provide and develop the knowledge, understanding and skills necessary for
financial services professionals who wish to give effective advice to customers on
their company plans.

To apply this understanding and the consequent skills, practices and techniques in
assisting customers with the corporate financing requirements of their business and

the making of recommendations for the operation of and lending to such businesses.

An ability to apply knowledge and understanding of business finance and
management by critical analysis, evaluation and synthesis of complex issues.

CONTENT

CORPORATE ENVIRONMENT

Development of the corporation
Types of corporation

Ownership and control

Regulatory framework

Economic influences

Globalisation

Financial markets and the institutions
Securitisation

16



THE FINANCE FUNCTION

Corporate strategy

Role of the financial manager/treasurer
Development of corporate banking
Relationship management

Sources of finance

INVESTMENT APPRAISAL

Introduction

Time value of money

Discounted cash flow

Net present value

Internal rate of return

and modified internal rate of return
Profitability indices

Payback and discounted payback
Accounting rate of return

Taxation and inflation

INVESTMENT DECISIONS

Cash flow appraisal
Risk and reward
Cost of capital
Capital rationing

FINANCING

Types of capital

Capital markets

The Listed Market

Alternative Investment Market (AIM)
Dividend policy

Long-term debt

Short and medium-term debt
Financing structure

17
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LIQUIDITY MANAGEMENT

Treasury operations
Working capital management
Cash conversion cycle
Stock

Debtors

Creditors

Cash management
Liquidity policy

Risk

Working capital policies
Overtrading

INTEREST RATE AND CURRENCY EXPOSURE MANAGEMENT

Hedging and derivatives
Interest rate management
Forward rate agreements (FRAS)
Caps, collars and floors

Interest rate futures

Interest rate options

Currency exposure management
Spot and forward markets

Risks

Managing translation exposure
Managing economic risk
Managing transaction exposure
Forward contracts

Currency borrowing

Currency options

Swaps

Currency futures

18
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MERGERS AND ACQUISITIONS

Regulation of takeovers
Motives for takeovers
Motives of management
Strategy and tactics
Preparation for an acquisition
Stock Exchange regulation
Negotiation and offer
Evaluation

Financing a takeover
Post-merger activities
Divestments and demergers
Share repurchase

Management buy-ins and management buy-outs

PROJECT FINANCE

Risk sharing
Advantages of project finance
Private Finance Initiative

19



Credit Risk Practice

Credit Value: 0.5

AIMS

GENERAL AIM

To develop an extensive, detailed and critical knowledge and understanding of credit risk
practices of the Head Office functions of banks, credit risk practices in the retail units of
banks and credit risk practices in the business/commercial units of banks.

SPECIFIC AIMS

1. To provide an extensive, detailed and critical knowledge and understanding of how
the credit risk functions, as part of the Head Office Risk Management, and how it
plays its part in managing risk for a banking business. This introduces how a bank
manages their internal risks and acts as an introduction as to how customers should
manage their credit risks.

2. To develop knowledge of credit risk practices in retail and private banking. This will
focus mainly on effective problem solving and decision making using appropriate
quantitative and qualitative skills including identifying, formulating and solving
business problems and assessing and managing risk and using the decision-assist
tools of credit scoring.

3. Todevelop cognitive skills of critical thinking, analysis and synthesis in relation to
industry, business, and financial risks, etc.

CONTENT

1. CREDIT RISK PRACTICES OF THE HEAD OFFICE FUNCTIONS OF
BANKS

e The risk management framework

e How risk is managed and overviewed

e  Credit risk

e Asset and liability risk (including liquidity risk)

e  Market risk

e Insurance and investment risk

e  Operational risk

e Legal and regulatory risk or external risks

e  Strategy risk

e Audit Committee

e Baselll

20
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CREDIT RISK IN RETAIL UNITS OF BANKS - CREDIT SCORING

Introduction to the credit scoring system

The benefits and boundaries of all credit scoring solutions
The credit scoring system

Credit scoring in practice

Behavioural scoring and its application

Monitoring credit scoring

Proposed developments in credit scoring

Credit reference agencies (CRAS)

Summary of credit scoring

CREDIT RISK PRACTICES IN RETAIL UNITS OF BANKS - HIGHER
VALUE LENDING

Other areas that impact on retail credit
Higher value lending
Analysing the credit risk

CREDIT RISK IN BUSINESS UNITS OF BANKS - MARKET OR INDUSTRY
RISK ASSESSMENT

Risk analysis and assessment

Risk management strategy

Elements in the analysis and assessment process
Market or industry risk assessment

A structure for market or industry risk analysis
Continuing with the business risk assessment

CREDIT RISK IN BUSINESS UNITS OF BANKS - BUSINESS RISK
ASSESSMENT

Business risk assessment

CREDIT RISK IN BUSINESS UNITS OF BANKS - FINANCIAL RISK
ASSESSMENT

Financial risk assessment

Operational risk

Audit risk

Financial statements

Asset and liability risk

Borrowing cause, structure and packaging of facilities
Financial repayment risk

21



CREDIT RISK IN BUSINESS UNITS OF BANKS - DOCUMENTATION AND

PRICING RISK

Insurance (collateral)

Legal risk

Investment risk and regulatory risk
Pulling it all together

Pro forma credit risk write up

22



Customer Relationship Management
Credit Value: 0.5

AIMS
GENERAL AIM

To provide an extensive, detailed and critical knowledge and understanding of and the
cognitive skills required to establish, develop and build upon customer relationships,
maximising the benefits to both the customer and the bank.

SPECIFIC AIMS

1. To provide details of a range of skills, techniques and practices to develop and
strengthen business relationships, acknowledging that they are two way with
expectations of the customer as well as the bank.

2. To provide cognitive skills of critical thinking, analysis and synthesis to allow
candidates to successfully review service quality and its impact upon relationships.

3. To develop an ability to apply customer focused thinking by critical analysis,
evaluation and synthesis of complex issues.

CONTENT
1. THE CUSTOMER EXPERIENCE

The customer experience

The role of technology

Staff as customers

What is the “ideal” customer experience?

23
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CUSTOMER RELATIONSHIP MANAGEMENT (CRM)

The rationale for building customer relationships
CRM strategy

CRM - value creation for the customer

and the financial services organisation

Service delivery

Relationship marketing

Market segmentation

Segmentation strategies

Segmentation for the corporate sector
Segmentation and customer relationship management
Identifying profitable customers for CRM
Benefits of developing relationships

A customer retention plan

Corporate social responsibility

SERVICE QUALITY AND CUSTOMER VALUE

Service quality

Defining service quality

Researching service quality

Benchmarking as a technique for creating service quality
Follow-up activities

Customer value

SERVICE RECOVERY

Customer complaints

The Financial Services Authority (FSA)
Complaint handling procedures

How customers respond to service failures
Assertiveness

Benefits of a service recovery programme
Service recovery strategies

Channels for making a complaint

24



COMMUNICATING - THE CHALLENGE OF VARIED DELIVERY
CHANNELS

Why do customers choose one delivery channel over another?
Communicating to varied channels

Communicating by telephone

Ensuring service quality: face-to-face versus telephone
Telephone protocol

CUSTOMER RELATIONSHIP MANAGEMENT WITH BUSINESS
CUSTOMERS

The business plan

Assessing proposals from business customers
The person or business

Amount, purpose and term

Repayment

Security

Reward

Other services

25



Financial Crime

Credit Value: 0.5

AIMS

GENERAL AIM

To provide an extensive, detailed and critical knowledge, understanding and the skills
required to help bankers to identify and combat financial crime.

SPECIFIC AIMS

1. To develop an extensive, detailed and critical knowledge of what financial crime is,
and how it works.

2. To help bankers learn to develop the skills, techniques and practices used in the
identification of possible cases of financial crime.

3. To give bankers a detailed and critical understanding of the regulations around
financial crime.

4. To create a range of skills, techniques and practices relevant to the procedures that
can be used to fight financial crime.

CONTENT

1. INTRODUCTION TO FINANCIAL CRIME

e The nature of crime

e Types of financial crime

e Criminal and civil law

e Consequences of financial crime

e Reducing financial crime

e Law enforcement

2. THEFT AND FRAUD

Legislation on personal data
Legislation on computer crime
Legislation on crimes in financial markets and systems

26
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REGULATION

The Financial Services Authority

Senior management arrangements, systems and controls
Interpol

Financial Action Task Force

The Joint Money Laundering Steering Group

Scottish Crime and Drug Enforcement Agency (SCDEA)
Scottish Business Crime Centre

FORGERY

What is forgery?

Counterfeit money

Forgeries used to defraud the financial institution
Forgeries of customer documentation

THEFT

Risks and consequences of theft
Theft by third parties

Theft by employees

Identity theft

Obtaining personal identifiers
Consequences of identity theft
Identity theft in financial institutions
Fighting identity theft

FRAUD

Preconditions of fraud

Risk assessment

Types of fraud

Consequences of fraud

Preventing fraud

Responsibility for fraud prevention and detection

27
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CRIME AND INFORMATION TECHNOLOGY

Rationale for technology-based crime
Hacking

Malware

Phishing

Experian recommendations for security
Phishing Trojans

Telephone phishing

Pharming

MONEY LAUNDERING

Origins of money laundering

The money laundering process

An overview of anti-money laundering legislation
The main offences

CONTROL SYSTEMS AND AUDIT: INTERNAL CONTROL

Types of internal control

Internal check

Limitations of internal control

Internal audit

Prerequisites for internal audit

External audit

The external auditor and financial crime
Internal audit and external audit compared

CRIME IN FINANCIAL MARKETS

Insider dealing

Who does insider dealing affect?

How does insider dealing occur?

Market abuse

The Code of Market Conduct

Further provisions of the Market Abuse Directive

28



Financial Economics

Credit Value: 1.0
AIMS

GENERAL AIM

To provide an extensive, detailed and critical knowledge and understanding of the major
aspects of financial intermediation, the national economy and the overall financial
environment

SPECIFIC AIMS

1. To provide knowledge and understanding of the national economy.

2. To develop cognitive skills of critical thinking, analysis and synthesis to allow
students to consider the impact of economic trends on the economy and public
finance issues within the economy.

3. To examine monetary policy and its impact on the economic and financial
environment by critical analysis, evaluation and synthesis.

CONTENT
1. FINANCIAL ASSETS, LIABILITIES AND INTERMEDIARIES

The national balance sheet

Funds flow analysis

Financial claims

Financial intermediaries

Financial assets and physical assets
Development of a financial system
Personal sector balance sheet

N

BANK REGULATION AND DEPOSIT CREATION

Capital adequacy

UK deposit protection

Financial Services Authority (FSA)

Bank deposit creation, money supply and monetary policy
Credit creation in a multi-bank system

29



_CD...._O'I.....:b.....

NATIONAL INCOME

National income flow

Circular flow leakages and injections
National income equilibrium

National income terms and measurement
Investment

ECONOMIC TRENDS AND MANAGEMENT POLICIES

Trade cycle theories

Full employment in a free society
Managing the UK economy
Monetarism

Supply-side policies

PUBLIC FINANCE

Taxation

Government expenditure
The Budget

Code of Fiscal Stability

INFLATION AND PUBLIC SECTOR DEBT

Inflation

PSNB financing

The National Debt

UK Debt Management Office

BALANCE OF PAYMENTS AND EXCHANGE RATES

Capital flows
Current account correction
Exchange rate systems

MONETARY POLICYAND INTEREST RATE THEORIES

Objectives of monetary (economic) policy
The Bank of England’s monetary “weapons”
The Bank’s interest (discount) rate

Open market operations (OMO)

Interest rate theories

30



THE BANKING/FINANCIAL ENVIRONMENT

Financial services sector trends
Future European banking
European financial integration: impact on banking

THE INTERNATIONAL MONEY MARKETS

Eurocurrency market

Nostro accounts

Eurodollar demand deposits

London Inter Bank Offer Rate (LIBOR)
International Banking Facilities

. THE EUROCREDIT MARKET

Eurobank

Fund sources in the eurocredit markets
Asset-liability management
Syndicated lending

THE INTERNATIONAL BOND MARKET

Foreign bonds

Eurobonds

Eurobond and eurocredit markets
Eurobond primary market
Investment in international bonds

INTERNATIONAL BANKING RISKS

Securitisation

Globalisation of financial markets
Eurodeposit risk

Foreign currency (forex) exposure
Risk assessment

INTERNATIONAL LIQUIDITY

Liquidity adequacy

Reserve components

International reserves: demand and supply
Reserve currencies

31
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THE INTERNATIONAL MONETARY FUND

Structure of the International Monetary Fund
Exchange rates: the Fund’s role

The Fund and low income countries

The Fund and financial crises

. THE WORLD BANK GROUP

Management structure

Sources and uses of funds

Loan utilisation

Loan negotiations

Co-financing

The International Development Association (IDA)
The International Finance Corporation (IFC)
Multilateral Investment Guarantee Agency (MIGA)

The International Centre for Settlement of Investment Disputes (ICSID)

. THE BANK FOR INTERNATIONAL SETTLEMENTS

Organisation and structure
Functions
Basel Capital Convergence Accord

ECONOMIC AND MONETARY UNION

The European Monetary System

The Maastricht Treaty: Economic and Monetary Union

Economic benefits, costs and potential

32



Financial Management

Credit Value: 1.0

AIMS

GENERAL AIM

To provide an extensive, detailed and critical knowledge and the skills required by
financial services professionals to allow them to understand the operation of financial
planning and management accounts and their linkages with business planning and
strategy.

SPECIFIC AIMS

1. To provide an extensive, detailed and critical knowledge of the need for clear
planning and strategy in all forms of business.

2. To provide and develop the knowledge, understanding and skills necessary for
candidates to understand proven methods of financial planning in business.

3. To apply this understanding and the consequent skills, practices and techniques in
assisting customers with the financial planning of their business and the making of
recommendations for the operation of and lending to such businesses.

4. An ability to apply knowledge and understanding of business finance and
management by critical analysis, evaluation and synthesis of complex issues.

CONTENT

1. INTRODUCTION TO FINANCE

2. BUSINESS AND CORPORATE FORM
Sole traders
Partnerships
Limited companies

3. CAPITAL AND FINANCING

Owners’ funds
Loan capital
Equity or debt?

33
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ASSETS

Working capital
Fixed assets
Cash and investments

CASH FLOW

Profit and cash - their relationship
Cash flow forecast
Debtor/creditor management
Cash flow statement

FINANCIAL ACCOUNTS

The trading, profit and loss account
Balance sheet

Published financial accounts
Directors’ report

Auditors’ report

REGULATION AND ACCOUNTING STANDARDS

PLANNING AND CONTROL

Planning and strategy

Strategic planning process

Financial planning and control

Performance measurement in the control system
Control strategies

THE ROLE OF THE ACCOUNTING FUNCTION

The accounting function and external interface
Accounting and the organisation

Strategic management accounting

Accounting systems

Audit

Fraud prevention

COSTING

Problems of costing
Types of costing

34
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BUDGETS AND BUDGETARY CONTROL

Budgeting and strategic planning
Budgetary control

PERFORMANCE MANAGEMENT

The performance hierarchy

Social responsibility objectives
Performance measurement - benefits and drawbacks
Standards and targets

Reward systems

Growth and survival

Profitability measures

Liquidity and gearing

Non-financial performance indicators
Problems with measurement

The balanced scorecard

RATIO ANALYSIS

Analysis of the business
Types of ratios

Preparing the report
Inter-firm comparison
Gearing and capital structure
Overtrading

SOURCES OF FINANCE AND CAPITAL STRUCTURE

Sources of finance for small businesses
The capital structure decision

Cost of capital

Capital asset pricing model (CAPM)
Capital budgeting

Capital rationing

MANAGEMENT OF WORKING CAPITAL

Working capital ratios

Measuring the length of the working capital cycle
Managing stock

Creditors

Debtors

Cash and investments

35
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19. VALUATION OF COMPANIES AND SECURITIES

MANAGERIAL DECISION MAKING

Information requirements
Classification of costs

The decision making cycle

Break-even analysis in decision making
Relevant costs and scarce resources
Limiting factors

Product mix decisions

Customer profitability analysis

RISK AND UNCERTAINTY

Sources of risk and uncertainty
Dealing with risk and uncertainty

INVESTMENT APPRAISAL

36



International Business

Credit Value: 0.5

AIMS

GENERAL AIM

To provide an extensive, detailed and critical knowledge and understanding of the
international facilities provided in the financial services sector.

SPECIFIC AIMS

1. To provide an extensive, detailed and critical knowledge and understanding of travel
facilities and foreign exchange services.

2. To develop a range of skills, techniques and practices in financial services
international business management at a professional level.

3. To create an ability to apply knowledge and understanding of international business
by critical analysis, evaluation and synthesis of complex issues, especially relating to
international monetary settlements and payments, and export finance.

CONTENT

1. TRAVEL FACILITIES

Types of travel facility

SWIFT and other bank international payments
International payment methods in the euro
Bank drafts

International money orders

Other specialised travel facilities

N

. FOREIGN EXCHANGE

Vostro accounts for sterling transactions
Nostro accounts for currency transactions
Dealing in foreign currencies

The euro

How currency exchanges work

Exchange rates: spot rates

Cross rates of exchange

Exchange rate margins

Exchange rate fluctuations
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. FOREIGN EXCHANGE CONTRACTS

Invoicing in sterling and forward contracts
Forward options

Forward contracts and commercial contracts
Value dates

Close outs and extensions

Reverse transactions

Extensions

Currency options

Customers’ currency accounts

Currency borrowing and investment

INTERNATIONAL MONETARY SETTLEMENTS AND PAYMENTS

Settlements

Short term payments and finance
Open account

Factoring

Credit and political insurance
Documentary letters of credit
Standby letter of credit

Different features of letters of credit
Issuing and drawing on a documentary letter of credit
Collections

Other methods of export payment

EXPORT FINANCE

Short term finance for the importer
Longer term finance for the exporter and the importer
Sources of information

EXPORT CREDITS GUARANTEE DEPARTMENT (ECGD)

Long term finance facilities

Insurance for exporters

The Consensus

Project finance

Overseas investment insurance

The one stop shop

Bonds and guarantees

ECGD products available to smaller exporters
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Investment
Credit Value: 1.0

AIMS
GENERAL AIM

To provide financial services practitioners /advisers with an extensive, detailed and
critical knowledge and cognitive skills of critical thinking, analysis and synthesis
required to effectively give sound advice to retail clients.

SPECIFIC AIMS

1. To provide students with an extensive, detailed and critical knowledge and
understanding of the UK macro-economic factors which influence advice-giving.

2. To provide and develop the knowledge, understanding and skills necessary for
students to understand the income tax and capital gains tax regimes and how they
impact upon the holistic financial planning process.

3. To provide an extensive, detailed and critical knowledge and understanding of the
wide range of savings and investment products (including alternative and ethically
responsible investments) available to retail clients, with a particular emphasis on the
risks posed by these investments.

4. To give an ability to apply knowledge and understanding of key retirement
legislation and retirement planning.

5. To provide an extensive, detailed and critical knowledge and understanding of
investment risk and portfolio planning, along with the necessary quantitative skills to
assess and manage the risks posed to consumers.

CONTENT
1. MACROECONOMIC FACTORS

Monetary and fiscal policy

Inflation

Key economic indicators

The UK in a global context and UK socio-economic trends

N

TAXATION PRINCIPLES AND INCOME TAX

Advanced tax computations

Self assessment

Treatment of investment income

Interest reliefs and tax planning techniques
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CAPITAL GAINS TAX

Liability for CGT

CGT exempt amount, reliefs and allowances

Advanced computations of chargeable gains

Other CGT reliefs/exemptions and tax planning techniques

CASH-BASED INVESTMENTS

Interest rates and real returns
Statutory protection of deposits
The main providers and key products

GOVERNMENT AND OTHER FIXED INTEREST SECURITIES

Government securities
Corporate bonds
Other fixed interest securities

EQUITIES

Raising finance by share issues

The markets

Share types and the returns available on them
Derivatives - futures and options

COLLECTIVE INVESTMENT SCHEMES AND OTHER POOLED
INVESTMENTS

Unit trusts

Open Ended Investment Companies
Investment trusts

Venture Capital Trusts and offshore funds

ISAS, PEPS AND LIFE ASSURANCE PRODUCTS

Individual Savings Accounts and Personal Equity Plan
Life assurance investments
Purchased life annuities
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12.

INVESTMENT AND RETIREMENT

The retirement planning process

Pensions legislation and regulation

A-Day and retirement planning

State pension provision, occupational pensions and other pension products

ETHICS AND SOCIALLY RESPONSIBLE INVESTMENT

The SRI industry
SRI methodology
Ethical funds growth and performance

PROPERTY INVESTMENTS

Residential property investment - benefits and risks
Commercial property investment - benefits and risks
Investment structures

ALTERNATIVE INVESTMENTS

Gold
Fine wines and antiques

INVESTMENT RETURNS AND RISK

Investment returns

Measuring investment returns

Types of risk and measuring investment risk
Risk and returns

PORTFOLIO PLANNING AND ASSET ALLOCATION

Portfolio planning and diversification
Portfolio building and the effect on risk and return
Asset allocation
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Management Strategy and Leadership

Credit Value: 1.0

AIMS

GENERAL AIM

To provide the student with the ability to apply the principles of strategic management
and leadership by critical analysis and evaluation of their working environment.

SPECIFIC AIMS

1. To provide an insight into the organisation and the role of the manager and leader
therein.

2. To give an understanding of the role of strategic management within the
organisation, incorporating strategic change, strategic analysis and strategic choice.

3. Todevelop an ability to apply knowledge and understanding of management and
leadership by critical analysis, evaluation and synthesis of complex issues.

4. To create a range of skills, techniques and practices in financial services
management at a professional level.

CONTENT

1. THE ORGANISATION AND THE MANAGER

e Definition of the organisation

e The role of the manager

e Management v Leadership

e An historical perspective on the study of management

2. MANAGING INDIVIDUALS AND TEAMS

e The role of groups in the organisation

e Motivation

e Communication

e Human resource management

e Organisational culture

e Conflict

e Change management
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LEADERSHIP

Definition of leadership
Theories of leadership

THEMES IN MANAGEMENT

Managing different cultures
Managing quality

Social responsibility and ethics
Enterprise and innovation

THE STRATEGIC MANAGEMENT PROCESS

The nature of strategic thinking

Strategic management and operational management
Corporate strategy and business unit strategy
Development of strategy

ORGANISATIONAL MISSION AND OBJECTIVES

Business definition and organisational mission
Strategy and organisational culture

Strategy and organisational structure
Hierarchy of objectives

Organisational objectives

Relationship with operational objectives

STRATEGIC CHANGE

The nature of strategic change

The management of strategic and cultural change
The styles of managing strategic change

Drivers of strategic change

STRATEGIC ANALYSIS

The external environment appraisal

Market, industry, customer and competitive analysis
The internal resource and capability appraisal
SWOT analysis

Sources of competitive

Expectations and purposes
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STRATEGIC CHOICE

General strategies

Types of generic strategy alternatives
Strategy development

Entrepreneurial approaches to strategy
Evaluating strategic options
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Managing People
Credit Value: 1.0
AIMS

GENERAL AIM

To provide the student with extensive, detailed and critical knowledge required to
manage both themselves and their team within the financial services environment.

SPECIFIC AIMS

1. To provide an insight in to the development of the role of the manager in
organisations up to the present day.

2. Togive an insight into how a manager can maximise the performance of his/her
team.

3. To develop an ability to apply knowledge and understanding of business and
management by critical analysis, evaluation and synthesis of complex issues.

4. To create a range of skills, techniques and practices in financial services
management at a professional level.

CONTENT
1. MANAGEMENT AND ITS ROLE IN THE ORGANISATION

Definitions of management and leadership
The functions and roles of management
The role of management in the organisation

2. THE ROLE OF THE MANAGER THROUGH HISTORY

The history of management writing
The classical school

The human relations school

The systems school

The contingency school

3. COMMUNICATION

e Definition of communication
How we communicate
e Barriers to communication and how to overcome them
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MEETING MANAGEMENT

The importance of meetings
Guidelines for effective meetings

DELEGATION

Definition of delegation

The advantages of delegation
What can/cannot be delegated
The delegation process

TIME MANAGEMENT

The importance of work/life balance
Time management techniques

DECISION MAKING AND PROBLEM SOLVING

The levels of decision making
The decision making process

STRESS MANAGEMENT

The difference between stress and pressure
Definition of stress

Sources of stress

Dealing with stress and recognising stress in others

LEADERSHIP

Recap on definition of leadership
Stages of team development
Leadership styles

Effective teamworking

MOTIVATION

Approaches to motivation
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. PERFORMANCE MANAGEMENT

Appraisal systems

Objective setting

Development planning

Reviewing and appraising performance

Dealing with difficult situations

Communicating within performance management

RECRUITMENT AND SELECTION

The recruitment and selection processes
Competency based selection

. TRAINING AND COACHING

The learning cycle and learning styles
The advantages of coaching
The coaching process

FORMAL MANAGEMENT PROCEDURES

The grievance procedure

The disciplinary procedure
Procedures to improve performance
Attendance management procedures
Counselling
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Marketing and Selling Financial Services

Credit Value: 1.0

AIMS

GENERAL AIM

To provide extensive, detailed and critical knowledge and understanding of the financial
services industry and the changing context in which it operates and to develop a range of
skills, techniques and practices in marketing and selling in the financial services sector.

SPECIFIC AIMS

1. To gain a detailed understanding of the marketing and sales roles in financial
services.

2. To evaluate the importance of understanding both customer needs and market
segmentation.

3. To gain an understanding of how to critically analyse and synthesise information and
formulate marketing plans that align with overall business plans, customer trading
cycles etc.

4. To develop quantitative skills including data analysis, interpretation and
extrapolation.

5. To critically review the practical application of marketing plans in a retail
environment within the bank and analyse how this influences the decision making
process of both the bank and its customers.

CONTENT

1. THE ROLE OF MARKETING

e The role of marketing

e  The marketing environment

e The evolution of marketing in the financial services sector

e The marketing concept

e Loyalty and relationship marketing

e  Marketing mismanagement

e  Marketing model
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THE CUSTOMER

Consumer buying behaviour
Evaluating the customer experience
Organisational buying behaviour
Segmentation and target marketing
Market segmentation

Bases for market segmentation
Consumer responses

Segmentation for the corporate sector
Target marketing

Segmentation strategies

MANAGING MARKETING

Marketing information

The market research process

The marketing planning process
Development/revision of marketing objectives
Revision or formulation of marketing strategy
Implementation of the marketing plan

MARKET RESEARCH

Marketing information systems
Different types of market research
Research methodology
Motivational research techniques
Decision making

THE MARKETING MIX

Matching products and markets
The product portfolio

New products

Promotion decisions

Managing the promotional mix

BANKERS AS RETAILERS

Elements of retailing
Service quality
Branch promotions
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INTERNATIONAL MARKETING

Domestic versus international marketing
Identification of international market opportunities
Researching specific country markets

Developing strategies for entering country markets
Designing the international marketing programme

Organising and controlling the international marketing programme

BRANDING

What is branding?

Brand equity

Brand personality, values and attributes
Branding policies

THE INTERNET AND TECHNOLOGY

The Internet and marketing

E-marketing strategies

The use of the internet in managing customer relationships
Ethical issues in e-marketing

SELLING AND THE SALES INTERVIEW

The role of the salesforce

The sales interview

Pre-interview planning

Framework for the interview

The opening

What makes for effective communications?
Overcoming customer objections

Closing the interview
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11. MANAGING THE SALES TEAM

The role of the sales manager

Sales analysis

Sales objectives

How much product is going to sell?
Converting sales forecasts into sales targets
Sales planning

Motivating the sales team

Staffing the salesforce

Training and coaching the sales team
Handling complaints
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Money Laundering

Credit Value: 0.5

AIMS

GENERAL AIM

To provide an extensive, detailed and critical knowledge, understanding and the skills
required to help bankers to identify and combat money laundering, and to give a full
understanding of the regulations surrounding anti-money laundering procedures.

SPECIFIC AIMS

1. Todevelop an extensive, detailed and critical knowledge of what money laundering
is, and how it works.

2. To help bankers learn to develop the skills, techniques and practices used in the
identification of possible cases of money laundering.

3. To give bankers a detailed and critical understanding of the regulations around
money laundering.

4. To create a range of skills, techniques and practices relevant to the procedures which
can be used to fight money laundering.

CONTENT

1. INTRODUCTION TO MONEY LAUNDERING

e Definition of money laundering

e Background to money laundering and legislation that seeks to limit criminal
behaviour
Overview of the money laundering regulations and their scope
International perspectives - European and global legislation

2. THE MONEY LAUNDERING PROCESS

Common methods of ‘cleansing’ money obtained through illegal activity through the
financial services system

Stages of the money laundering process

Danger signals for financial institutions
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THE ANTI-MONEY LAUNDERING FRAMEWORK

The Financial Services Authority and the money laundering sourcebook
The Proceeds of Crime Act and the regulations made thereunder
Relevant businesses

Money service operators and high value dealers

Registration requirements

Powers of the Commissioners

Organisational and personal liabilities

Penalties

Civil liabilities

ANTI-MONEY LAUNDERING PROCEDURES

Money laundering policies, procedures and systems
Identification procedures

Record keeping responsibilities and notification requirements
Internal reporting

Initial and ongoing training responsibilities

THE COMPLIANCE FUNCTION

The role, responsibilities and duties of the Money Laundering Compliance Officer
The duties of the manager and the individual
Internal audit, internal checking and control

ENFORCEMENT

Powers of entry and inspection

Access to information by enforcement bodies
Rights of search

External reporting responsibilities

Penalties for non-compliance with the regulations
The National Criminal Intelligence Service (NCIS)
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Operational Risk Management

Credit Value: 0.5
AIMS

GENERAL AIM

To develop an ability to apply knowledge and understanding of business and
management by critical analysis, evaluation and synthesis of complex issues in order to
understand the operational risk function, how risk is defined, identified, assessed,
monitored and reported.

SPECIFIC AIMS

1. To provide students with an extensive, detailed and critical knowledge and
understanding of what risk is and how it can be identified and monitored.

2. To allow students to develop effective problem solving and decision making skills
using appropriate quantitative and qualitative skills including identifying,
formulating and solving business problems and assessing, managing, reporting and
mitigating risk.

3. The ability to create, evaluate and assess a range of options together with the
capacity to apply ideas and knowledge to a range of situations in the financial
services industry, and using this knowledge to understand how business continuity
procedures can be built.

CONTENT

1. BACKGROUND

Defining operational risk

Key elements of operational risk

Business continuity management

Organisation and delivery

Establishing responsibility and accountability
Responsibilities and delivery across the organisation
Operational risk management lifecycle

The benefits of operational risk management

Key industry developments
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RISK MANAGEMENT PROCESS - IDENTIFICATION

What is risk identification?
Tools and techniques

Other techniques

Benefits of risk identification

RISK ASSESSMENT

The purpose of risk assessment

Cause and effect

Probability

Probability and relative frequency

Combined probability

A methodical risk assessment approach - steps and techniques
Other assessment techniques

The benefits of risk assessment

A caution

RISK MITIGATION

Risk mitigation options
Risk avoidance

Risk sharing

Risk transfer

Risk acceptance

Risk reduction

Risk retention

Control measures
Control system

Control activities
Control process
Corporate governance
Benefits of risk mitigation
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MONITORING AND REPORTING

Benefits of monitoring and reporting
Regulatory requirements

What should be monitored?

How should you monitor?

Loss data analysis

Who should you report to and why?
How should you report?

Event reporting

Risk appetite/tolerance

RESPONSIBILITY FOR THE MANAGEMENT OF OPERATIONAL RISK

Procedural and rule-based controls

A risk-based management approach to controls
Good risk management and internal control
The individual

The business

The risk function

Senior management

Internal audit

External audit (and other external influences)

BUSINESS CONTINUITY MANAGEMENT

What is business continuity management?
Business continuity policy

Crisis management

Industry and regulatory context

Business continuity management programme
Responsibility for business continuity management
Business continuity management regulatory issues
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UK REGULATORY ENVIRONMENT

Self regulation

Statutory regulation
Governmental policy
Corporate governance

The FSA’s objectives
Risk-based capital

Basel 2

Pillar 1: Capital requirements
Pillar 2: Supervisory review
Pillar 3: Market discipline
Quantifying operational risk
Financial Groups Directive (FGD)
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Private Banking and Wealth Management

Credit Value: 0.5

AIMS

GENERAL AIM

To provide the critical knowledge and the range of skills, techniques and practices
required by financial services professionals to allow them to understand the wealth
management environment, and the specialised nature of private banking facilities.

SPECIFIC AIMS

To provide an extensive, detailed and critical knowledge and understanding of
private banking clients and their needs.

To provide and develop a range of skills, techniques and practices to allow
candidates to understand the wealth management environment.

To create an ability to apply knowledge and understanding of private banking and
wealth management by critical analysis, evaluation and synthesis of complex issues
and to use this knowledge and the consequent skills in developing effective customer
relationships with private banking clients.

CONTENT

N

INTRODUCTION TO PRIVATE BANKING

An historical perspective

International - v- domestic private banking
International private banking

A domestic private banking perspective
Development of domestic private banking
The key players

CUSTOMER SEGMENTS AND NEEDS

Market segments

A closer look at HNW customer profiles

A closer look at mass affluent customer profiles
Wealth distribution

Customer needs
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BUSINESS MODELS AND COMPETITIVE DYNAMICS

Private banking operating models
Competitor dynamics

Customer segmentation

Private banking economics

ACQUISITION, RETENTION AND EXPLOITATION STRATEGIES

Client acquisition strategies

Exploitation of wider group resources
Securing commercial advantage

Key challenges of successful exploitation
Additional considerations

Client retention strategies

REGULATORY AND LEGISLATIVE IMPACTS

Present and future impacts

Anti-money laundering

Financial regulatory framework

Basel 11

Summary

Mortgage regulation

Consumer Credit Act 2006

FSA “Treating Customers Fairly” (TCF) Initiative
European Distance Marketing Directive

Tax treatment of non-domiciled individuals

RELATIONSHIP MANAGEMENT

Role of the relationship manager

Profile of the relationship manager

Training and development

Recruitment

Service recovery

The use of the internet in managing relationships

THE WEALTH MANAGEMENT ARM

Investment services

Portfolio management services

More specialised investment vehicles
Wealth protection and services
Financial planning

Taxation and trust management services
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THE BANKING ARM

Lending services
Specialised types of loans
Banking services

LOOKING FORWARD

Number of wealthy individuals forecast to rise
Growth strategies

Financial astuteness

Importance of service differentiation

Product offerings

Technological investment

External impacts

The relationship manager

60



Professionalism and Ethics (available September 2008)

Credit Value: 1.0

AIMS
GENERAL AIM

To provide financial services professionals with an extensive, detailed and critical
knowledge, and cognitive skills of critical thinking, analysis and synthesis, required to
make informed ethical and professional judgements in their working life.

SPECIFIC AIMS

1. To provide students with an extensive, detailed and critical knowledge and
understanding of ethics and professional behaviour.

2. To provide and develop the knowledge, understanding and skills necessary for
students to understand the effective corporate governance of financial services
organisations.

3. To provide an extensive, detailed and critical knowledge and understanding of the
factors involved in making a professional judgement.

4. To give an ability to apply knowledge and understanding of key ethical principles.
5. To provide an extensive, detailed and critical knowledge and understanding of the

legal and regulatory framework involved in professional decision making.
CONTENT

1. ETHICAL CONCEPTS

Definition of ethics

Professional relationships

Statutory, common law and fiduciary responsibilities

Ethics based on values

Ethics based on rights and virtues

Ethics based on consequences - utilitarianism, pluralism, egoism

2. ETHICAL BEHAVIOUR

e Ethics and the professional banker

e The public interest

e Core principles: honesty, integrity, fairness, transparency, probity, accountability,
responsibility, judgement, independence

e Personal ethical stance and moral development
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THE PROFESSIONAL BANKER

The CIOBS Code

Ethics in practice: dealing with customers and other stakeholders in the business
Specific responsibilities of professional bankers, intermediaries, lawyers, accountants
and others

Conflicts of interest

Ethical decision making. Ethical decision taking frameworks: Tucker, AAA model,
IFAC architecture

Resolving ethical dilemmas

AIMS AND OBJECTIVES OF ORGANISATIONS

Open and closed systems

Strategic aims and objectives

Organisational boundaries - the law, regulation and compliance, voluntary codes of
practice, policies, behaviours

Stakeholder analysis

Consensus theory

Theories of organisational behaviour: Ansoff, Mintzberg

Ethical stance of organisations

CORPORATE GOVERNANCE AND RESPONSIBILITY

Definition of corporate governance

Underpinning principles of corporate governance

Rules-based and principles-based approaches

Development of corporate governance in practice: the Cadbury, Greenbury, Hampel,
Turnbull and Higgs Reports, the Combined Code on Corporate Governance

The Sarbanes-Oxley Act

MANAGEMENT AND ADMINISTRATION

FSA requirements, high level principles, Senior Management Arrangements:
Systems of Control (SYSC), approved persons

Duties of directors and functions of the board of directors

Executive and non-executive directors

Board committees: the roles of the audit committee, the remuneration committee, the
nominations committee, the risk committee

Issues relating to directors’ remuneration

The rights and responsibilities of shareholders: personal shareholders and
institutional shareholders

The Institutional Shareholders” Committee
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RISK AND CONTROL

Obligations to stakeholders in respect of risk management

The risk control cycle: identification, assessment, estimation and prioritisation of
risks. Risk responses: avoidance, retention, transfer and reduction

Controlling and monitoring risk

Internal control systems, internal audit

SOCIAL AND ENVIRONMENTAL RESPONSIBILITIES

The social and environmental effects of organisations
Social and environmental audit
Corporate social responsibility statements

63



Project Management

Credit Value: 0.5

AIMS

GENERAL AIM

To provide the student with the range of skills, techniques and practices necessary to
manage projects professionally in the financial services environment.

SPECIFIC AIMS

1.

2.

To give the student an overview of the role and influences of project management
within the organisation.

To develop an ability to apply knowledge and understanding of structured processes
and project management by critical analysis, evaluation and synthesis of complex
issues.

To create a range of skills, techniques and practices in financial services project
management at a professional level.

CONTENT

1.
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INTRODUCTION TO PROJECT MANAGEMENT

Historical perspectives on project management
Triple constraint - time, cost & scope

The Project Model

Project life cycle and structures

Project influences

Stakeholders

Organisational influences - internal and external
Organisational strategy and project management
The project manager - roles and responsibilities

PROJECT INITIATION

The role of senior management

Project origination

Assessing project needs

Project definition

Project objectives

Functional and technical requirements

Project selection tools - benefit/cost ratio, NPV, payback period
Project Charter & Project Requirements Document
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PROJECT PLANNING

The project team

Scope planning

The Work Breakdown Structure
Estimating

Scheduling - network diagrams, Gantt charts, project calendars, milestone charts.
The critical chain

Cost planning

Resource planning

HR planning

Risk planning and management
Reserve planning

Procurement planning
Communication planning
Quality planning

The project plan

PROJECT IMPLEMENTATION

Baselines

The role and structure of the project team
Assessing performance

Earned value

Variances

Control - quality, cost and time
Performance reporting
Teambuilding and leadership
Dealing with conflict
Managing expectations
Managing change

Managing risk

The supply chain

Decision making techniques

PROJECT CLOSURE

Closeout

Scope verification and client acceptance
Administration and contract closure
Handover

Learning from the project
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Retail Banking (Scotland)
Credit Value: 1.0

AIMS

GENERAL AIM

To provide the student with an extensive, detailed and critical knowledge of the products
and practices that exist within the ever-changing retail banking environment.

SPECIFIC AIMS

1. To provide the student with an extensive, detailed and critical knowledge and
understanding of the legal aspects of the banker-customer relationship.

2. Togive an ability to apply knowledge and understanding of business and
management by critical analysis, evaluation and synthesis of complex issues within
the context of the retail banking environment.

3. To give the student a range of skills, techniques and practices in credit at a
professional level.

4. To develop the cognitive skills of critical thinking, analysis and synthesis utilised
when considering the procedures for taking the range of securities for advances.

5. To give an extensive, detailed and critical knowledge and understanding of diligence
and bankruptcy.

CONTENT

1. MONEY TRANSMISSION

e Forms of money transmission
The clearing process

2. SAVINGS AND INVESTMENT
The difference between savings and investment

Savings and investment products
Liquidity management
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OTHER SERVICES

Safe custody
Insurance and assurance

Share dealing services and advice

Unit trusts
Travel services
The Banking Code

BANKER & CUSTOMER

How the banker-customer Relationship is established.
The rights and duties of a banker and of a customer

Bankers’ lien

Clayton’s Case

Death of a customer

Trusts

Testate and intestate succession
Electronic funds transfer

PRINCIPLES OF LENDING

The canons of lending
Other considerations

LENDING PRODUCTS

Overdrafts

Personal loans

Revolving credit

Credit cards

House purchase loans
Capital release loans
Bridging loans

Term loans

Hire purchase and leasing
Self build loans

MORTGAGE LENDING

Background to mortgage lending
Types of mortgage
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AGENCY & CONTRACT

Agency
Contract

SECURITIES FOR ADVANCES

Introduction

Standard securities
Guarantees

Life policies

Stocks & shares
Miscellaneous securities

DILIGENCE & BANKRUPTCY

Types of diligence
Apparent insolvency & its effects
Sequestration
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Retail Banking (England & Wales)
Credit Value: 1.0

AIMS
GENERAL AIM

To provide the knowledge and skills required by bankers to allow them to understand
basic banker customer relations, contract and banking operations as they apply to
personal, sole trader and unlimited partnership customers.

SPECIFIC AIMS

1. To provide a basic understanding of retail banking operations in England. This will
cover banking law and operations as a specialism, as opposed to general business law
which could apply to banking or other mercantile areas.

2. Tocomplement and add value to the ‘English Business Law’ text but not to duplicate

it.

To enable this body of knowledge to be used in practical retail banking.

4. No aspects of lending will be covered.

w

CONTENT
1. BANKER-CUSTOMER RELATIONSHIPS

The customer

The banker

Creation of the relationship and ongoing relationship
Confidentiality

Termination of the relationship

N

TYPES OF CUSTOMER

Private individuals

Joint accounts

Trustees

Unincorporated associations
Unlimited partnerships
Executors and administrators
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MONEY TRANSFER

Cheques

Bank giro credits

Standing orders

Direct debits

Other electronic transfer services

LEGAL PROCESSES AND BANKING OPERATIONS

Garnishee orders & summons
Injunctions

Restraint orders

Writ of sequestration
Appropriation of payments
Set-offs

Banker’s lien

OTHER BANKING SERVICES

Safe custody
Plastic cards
Indemnities
Opinions

INSOLVENCY

Background
Alternatives to bankruptcy
Bankruptcy

SECURITY FOR ADVANCES

General background

First and third party security
Charges

Mortgages

Land

Life policies

Stocks & shares

Guarantees

Other securities
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The Compliant Person and Regulatory Risk

Credit Value: 0.5

AIMS

GENERAL AIM

To provide financial services practitioners with an extensive, detailed and critical
knowledge and cognitive skills of critical thinking, analysis and synthesis required under
the FSA’s compliant person regime, and to develop skills in ethical thinking.

SPECIFIC AIMS

1. To gain an extensive, detailed and critical knowledge and understanding of the
financial services regulatory framework and the changing context in which it
operates.

2. To give students the ability to apply ethical thinking by critical analysis, evaluation
and synthesis of complex issues.

3. To engender enhanced personal development so as to be able to work with self-
direction and originality and to contribute to the financial services sector and society
at large.

4. To provide students with the cognitive skills of critical thinking, analysis and
synthesis required to help them make ethical and compliant decisions.

CONTENT

1. LAW, REGULATION AND ETHICS - THEIR ROLE IN FINANCIAL

SERVICES

The need for regulation and supervision of financial institutions

Background to financial services regulation and supervision

History of legislation affecting banks, building societies, insurance companies and
other types of financial service

Self-regulation and voluntary standards

Ethics and social responsibility
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REGULATION

Purposes and scope of regulation

Principal laws affecting financial services authorisation, operations, marketing of
services and personal accountability

Financial Services and Markets Act 2000 and regulations made thereunder
Legislation relating to data protection, money laundering, consumer credit, health
and safety at work

Regulatory compliance

Implications of legislation for the individual

COMMON LAW ACCOUNTABILITIES

Responsibilities under contract law and tort/delict
Professional negligence and legal remedies
Implications for the financial services provider, the individual and the customer

CODES AND STATEMENTS OF PRACTICE

The main codes and statements of practice affecting financial services providers,
including the Banking Code and statements of practice affecting transparency,
promotion and selling

Implications of codes and statements of practice for the financial services provider,
the individual and the customer

COMPLAINTS AND COMPENSATION

Internal processes for handling complaints
External/independent complaints handling bodies
The Financial Ombudsman Service

Arbitration

The role of the courts
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ETHICS

Definition of ethics

The importance of ethics in financial services
Fiduciary responsibility

Levels of accountability

Supranational sources of authority

National and local laws

Regulations

Codes and statements of practice

Policies, procedures and best practices
Informal standards

The shortcomings of legislation and the market system and the need for ethical
standards

THE ETHICAL ENVIRONMENT

Ethics based on consequences of actions

The utilitarian perspective

Ethics based on duty and moral rules

Human rights

Social norms and attitudes

Theories of ethics - Bentham, Ansoff, Cyert and March
Social responsibility and societal responsibility

STAKEHOLDERS

Definition of stakeholders

External, connected and internal stakeholders

Conflicts in objectives of stakeholders

Balancing the organisation’s responsibilities to stakeholders
Implications for the financial services provider and the individual

ETHICAL PROBLEMS FACING THE INDIVIDUAL

Conflicts between organisational objectives, such as maximising shareholder value,
and broader accountabilities to the customer, the community and society as a whole
Personal ethical behaviour

Ethical and other standards laid down by professional bodies
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UK Financial Services

Credit Value: 1.0

AIMS

GENERAL AIM

To provide an extensive, detailed and critical knowledge of the financial services industry
within the UK and how it operates with the economic and regulatory environments.

SPECIFIC AIMS

1. To provide students with an extensive, detailed and critical knowledge and
understanding of the UK financial markets and how economic, legal and regulatory
factors impact upon the advice-giving process.

2. To provide an extensive, detailed and critical knowledge and understanding of the
wide range of savings and investment products available to retail clients and how
these may meet specific investment objectives.

3. To give an ability to apply knowledge and understanding of key financial planning
issues.

4. To provide and develop the knowledge, understanding and skills necessary for
students to understand basic tax computations to enable suitable advice to be given to
customers within the holistic financial planning process.

5. To provide an extensive, detailed and critical knowledge and understanding of the
regulatory environment which affects the provision of advice to customers.

CONTENT

1. THE FINANCIAL MARKETS
The role of the financial services sector
The markets
Regulation and the financial markets

2. THE LAW, REGULATION AND THE FINANCIAL SERVICES SECTOR

e The laws of contract, agency and succession

e  Consumer protection legislation
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GOVERNMENT, ECONOMICS AND THE FINANCIAL SERVICES
SECTOR

Monetary and fiscal policy
Inflation and financial market interest rates
State benefits and National Insurance Contributions

SAVINGS PRODUCTS

Asset classes
The main providers
The range of available products

FIXED INTEREST SECURITIES

Government securities
Corporate bonds
Permanent Interest-Bearing Shares

STOCK MARKET-BASED INVESTMENTS

Equities

Collective and other pooled investment schemes
Individual Savings Accounts and Personal Equity Plans
Life assurance investments

PROPERTY AND MORTGAGES

Residential and commercial property investment
Investment structures
Mortgages

FINANCIAL PLANNING

The financial adviser
Documentation and disclosure
The financial planning process

INCOME TAX

Calculation of tax liability
Self assessment
Interest reliefs and tax planning techniques
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10. CAPITAL GAINS TAX AND INHERITANCE TAX

Capital gains tax - principles, calculations and tax planning techniques
e Inheritance tax - principles, calculations and tax planning techniques

11. THE FSA AND HIGH LEVEL REGULATION

The Financial Services Authority
e The Financial Services and Markets Act 2000
e The Code of Market Conduct

12. THE FSA - AUTHORISATION, SUPERVISION AND ENFORCEMENT

Authorisation
Exempt persons
Supervision and Enforcement

13. THE CONDUCT OF BUSINESS RULES

The Conduct of Business Rules

The Mortgage Conduct of Business Rules
The Insurance Conduct of Business Rules
Treating Customers Fairly

14. ANTI-MONEY LAUNDERING

Legislation

The role and responsibilities of the MLRO
Customer due diligence

Monitoring customer transactions and activity
Identification and reporting of suspicious activity

The Chartered Institute of Bankers in Scotland, Drumsheugh House, 38b Drumsheugh Gardens, Edinburgh, EH3 7SW
Telephone: 0131 473 7777 Email: info@ciobs.org.uk Web: www.charteredbanker.com

Charitable Body: The Chartered Institute of Bankers in Scotland (CIOBS) — Reg No.: SC013927
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