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The Chartered Institute of Supply Chain Management is the most prominent professional body for those who are developing a career in Supply Chain Management. The Institute was founded by a number of people from the profession, who recognised the need to develop standards in Supply Chain Management practices as well as increase the number of trained and qualified personnel who were required in a rapidly developing country. They formulated structured training programmes and assisted the institutions of learning in designing courses for their professional scheme curriculum.

Today there has been a progressive shift in focus from purchasing to supply chain management, and the Institute has recognized this fact by using its title as "Supply Chain Management". In addition, an alliance has been formed with the College of Supply Chain Management, Nigeria and also the Certified Institute of Warehousing and Materials Management, Nigeria which provides CISCM with reciprocal arrangement to enable its qualified members to be granted full exemptions or direct membership as approved by the Governing Council or as the case may be from time to time. This was considered to be a perfect integration of Purchasing, Warehousing, Materials, Logistics and Supply as an aspect of Supply Chain Management philosophies, which reflect similar trends occurring in the business environment.

           World-wide there is a growing awareness of the strategic importance of efficient and effective Supply Chain management objectives. Therefore the Institute is constantly aware and adapting to the changes occurring in the field of supply chain management profession, both nationally and internationally. 
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As global trading increases, and advances in technology occur, it will become essential for enterprises to adapt to the constant changes in the business environment. Those enterprises with the ability to take advantage of new opportunities, or increase supply chain effectiveness and efficiency will maintain a competitive edge over their rivals. However, change can not happen without the management skills of an enterprise, which can identify and implement changes for the benefit of the organization and management standards within the supply chain management profession.
Goals & Objectives of The Institute
The objectives for which Institute is established are:
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To determine and develop the art and science of Professionalism in all aspect, branches, elements or components of Supply Chain Management such as Purchasing , Materials & Inventory Control, Logistics, Transport Management, Project Management, Stores and Materials Management as a profession, in industry, academic discipline, practice and distinct field of study and knowledge.

2. To provide academics, professional education training and examinations in Purchasing and Supply Chain Management with a view to improve the quality and standard of Supply Chain Professionals, focus and performance in Ghana and beyond.

3. To determine the standards of knowledge and skills attained by persons seeking to become members of the Chartered Institute of Purchasing and Supply Chain Management or Professional Procurers or Supply Chain Managers and also improves those standard from time to time. 

4. To provide facilities for interested persons and members of The Institute to meet and discuss pertinent issues on Supply Chain Management.

5. To maintain discipline within the profession.

6. To establish and maintain the Register of Fellows, Affiliates and Students of the Institute and secure a register of members of the Institute and publish the register from time to the contents of the register as circumstances may require.

7. To bring together persons, and organizations interested in the art and science of Supply Chain Management by such means as workshops, Training, conferences, dialogues, meetings, reading of papers and the promotion of research.

8. To provide organization for men and women in Purchasing and Supply Chain Management profession, who desire to qualify as members of the Institute and secure a professional status, and in particular to promote the interest of those group engaged in the services of government, corporation, statutory undertakings, nationalized industries, public and charitable bodies, industry and commerce etc, generally in Ghana and other part of the world.
Professional Examination:

The Institute’s Professional examinations consist of 16 courses sub-divided into four stages, Foundation, Intermediate, Professional Examination Stage I and Professional Examination Stage II. (Final).
Course Structures:

This Professional Examination leading to the award of ACISM

FOUNDATION

Introduction to Purchasing and Supply Management

Elements of Business Communication
Quantitative Techniques
Principles of Business and Commercial Law

INTERMEDIATE LEVEL

Materials Management

Price/Cost Analysis and Negotiation Strategies

Special Purchasing Applications

Logistics Information Systems and Technology

PROFESSIONAL EXAMINATION 1

Maritime Administration

Dynamics of Logistics and Supply Chain Management

Import and Export Management

Inventory Concepts and Management

PROFESSIONAL EXAMINATION II

Supply Chain Mgt - Customer Service Management.

Supply Chain Mgt - Total Quality Management

Supply Chain Mgt - Project Procurement Management
Supply Chain Mgt - Shipping and Traffic Management

HOW DO I JOIN CISCM PROFESSIONAL COURSE
Method of Registration for Examination
Candidates will be required to down load Examination Form and register for the next Examination through the CISCM website.

Results:
Notified by CISCM to students within 1 month of completion of examination.

Assessment: 
Assessment is by way of written examination of three hours duration which requires students to answer five questions out of six set. Examinations are held April and October in the College providing the course. Examination entry forms with appropriate fees must be sent to CISCM two months before the examination date.

Attendance Record:
Students are expected to have a minimum attendance of 80%. Actual attendance may be taken into consideration when reviewing marks achieved in examinations. This is not required for blended learning students – who are recommended to attend the induction & revision sessions.

Date of Examination
The Institute examinations are normally held twice each year i.e. April and October at present at the approved centers.

Closing Dates of Entries
The closing date of the examinations is at the end of February for April examination and August for October examination.

Examination Entry
No Person will enter for any of the Institute’s examination unless he has been registered as a student of the institute and paid the required annual subscription entry fees in force at the date of entry.

Examination Results 
The result of the examination will be sent by post to each student the sat for the examination and will be pasted at the secretariat of the Institute, but no further correspondence relating individual scores will be entertained and no information as to individual marks can be given to third parties.

Credit System
With this system in place student will be credited with the subject they pass provided at least two papers have been passed at any one sitting.

Reference Courses
Any candidate who fails more than four courses in an examination shall repeat that examination. However students who fail four courses shall have opportunity of re-sitting the four courses at the next date of the examinations subject to registration. However a student must complete each stages of the professional examination before attempting the others.

Exemptions
Registered student whose qualifications merit exemption will be encouraged to apply for these exemptions on a separate and prescribed form and will be required to pay a prescribed fee as may be determined from time to time by the Governing Council.

CISCM may grant exemptions from certain examination subjects in respect of which the student already holds an acceptable qualification. 

Applications for exemption, supported by copies of the certificates, confirmation of the subjects passed together with the relevant syllabus and appropriate fees must be sent to CISCM within four weeks of enrolment for the course. Only the Governing Council of CISCM may grant exemptions.
Student Membership
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The CISCM admin. Office opens the website every morning to check for new registrations. Next, bank statements are checked for payments. If the payment can be reconciled with the registration, then registration is immediately processed. A receipt is issued and captured against an invoice (the web invoice would have been a pro forma one). The invoice is stamped with a paid stamp. A standard letter is prepared and a login name and password given in the letter. 

Next, a membership card is prepared. The membership card may take a few days as it is done in batches for cost effectiveness. 

ENTRY QUALIFICATIONS:
· The minimum qualifications for the scheme are five O’ Level credit including English and Mathematics.

· But a matured person who dose not have up to five credits may be admitted with a letter of recommendation from his employers or Head of department. Provided he or she will be able to complete the result with the period of schooling of training. 

· Any foundation professional bodies’ certificate approved by the Governing Council for time to time. 

ENTRY QUALIFICATIONS: for holders of HND, Bachelors Degrees, Masters Degrees or any other professional bodies certificate approved by the Governing Council for time to time. 

Registration Fees:

	Description
	Fees Ghana Cedis 

	Application & Registration Fee
	     50

	Student Annual Subscription
	     20

	ID card Fee
	     5

	Examination entry forms fee
	     40


CISCM Professional Examination Fee –per subject:
Foundation level 20 Ghana Cedis

Intermediate level 25 Ghana Cedis
Professional Examination I - 30 Ghana Cedis

Professional Examination II – 35 Ghana Cedis

CIWM Exemption Fee - per subject (same as Exams Fee per levels
· The student to purchase the Student Application Form and syllabus with 5 Cedis. 

· The student will submit the Application Form with 2 passport photo graph. 

· 5 Cedis for Student ID card and 10 Cedis for Annual Subscription fee. (i.e. 20 Cedis) 

· A letter/Certificate of student registration will be send to the student from the National Secretariat. (The letter will indicate the student registration number.) 

· The student will be advice to study and cover the whole syllabus. (Subject to the parts he/she will sit for in the next Examination). 

· During February/March and August/September student will be required to pay for Examination entry Form, Examination Fee. 

· April and October every year all students are required to prepare and write the institute examination. 

· A month after the exanimation, the results will be released and sent to students.

NOTE: Exemption will be granted for holders of OND, Diploma, B.sc, MBA, M.Sc, or other professional bodies’ certificates as the case may be.

METHOD OF PAYMENT:
All Payment Should be made in cash at the Institute cash office or Bank Draft in favour of the institute. 
Students pursue their studies by attendance at designated Colleges which run the course on behalf of the Institute. Intending students must complete an entry application form and be accepted by the Institute. Contact CISCM for details.

Text Books:
Details of recommended reading are provided in the syllabus for each subject. Arrangements can be made through CISCM to obtain the Introductory Warehousing and Materials Management recommended textbook. There is no requirement for students to purchase all the books listed; students should seek the advice from their lecturers.

Fees for ACISM  Examination Fees
Professional Examination Stages

	 

	No. of Subjects 

	Exam Entry Form
(Non-Refundable)

	Fee Per 
Stage

	Processing 
Charges 

	Total Amount
Payable


	 

	Foundation Examination 


	 

	 


	 

	 

	4 Papers 

	45

	80

	20

	145


	 

	 

	3 Papers

	45

	60

	20

	125


	 

	 

	2 Papers 

	45

	40

	20

	105


	 

	 

	1 Paper 

	45

	20

	20

	85


	 

	 

	 

	 

	 

	 

	 


	 

	Intermediate Examination


	 

	 


	 

	 

	4 Papers 

	45

	100

	20

	  165


	 

	 

	3 Papers 

	45

	75

	20

	  135


	 

	 

	2 Papers 

	45

	50

	20

	  125


	 

	 

	1 Paper 

	45

	25

	20

	   90


	 

	 

	 

	 

	 

	 

	 


	

	


Professional Examination Stages

	 

	No. of Subjects 

	Exam Entry Form
(Non-Refundable)

	Fee Per 
Stage

	Processing 
Charges 

	Total Amount
Payable


	 

	Professional Examination I 


	 

	 


	 

	 

	4 Papers 

	45

	120

	20

	185


	 

	 

	3 Papers

	45

	90

	20

	155


	 

	 

	2 Papers 

	45

	60

	20

	125


	 

	 

	1 Paper 

	45

	30

	20

	95


	 

	 

	 

	 

	 

	 

	 


	 

	Professional Examination II 


	 

	 


	 

	 

	4 Papers 

	45

	140

	20

	 205


	 

	 

	3 Papers 

	45

	105

	20

	 170


	 

	 

	2 Papers 

	45

	70

	20

	 135


	 

	 

	1 Paper 

	45

	35

	20

	 100


	 

	 

	 

	 

	 

	 

	 


	

	


 Structure Of The Examination
• The Examinations Structures: Examinations are in Four (4) parts; each part has four (4) papers. candidates must complete a part before attempting the other parts of the examinations
• Question papers: The examination paper will have two (2) sections SECTION ‘A’ will be compulsory and SECTION ‘B’ will be total of five (5) questions while candidates will be required to answer four questions
• Exemptions: Candidates with Advanced diploma, HND, B.Sc or Professional qualifications will be advised to seek for exemptions in a separate form and all exemptions fees must be paid before the next examination date.
• Fees: Only candidates who have paid his\her examination fees and other fees payable to date (e.g. Annual subscription, special levy e.t.c) up to date will be allowed to sit the examination.
• Mode of Registration: Candidate will be required to down load examination form and register for the next examination through the CISCM website. www.ciscmgh.org
• Method of Payment: All fees should be made payable in a certified bank draft in favour of the institute. “The Chartered Institute of Supply Chain Management”

Individual Membership
The Professional Certificate is awarded to graduate who successfully pass all the stages of the institute examinations. An exemption is deemed to be a pass.

Holders of similar Professional Certificate could also apply for direct membership certificate of the noble institute and are entitled to use the following designatories, for the Associate Member ACISM, or MCISM for full member and FCISM for Fellow after their name.


The following is the Direct Membership Fees in Ghana Cedis Only.
Membership Fees:

	Membership Fees

	Categories

Age

Qualification

Experience

Descriptions

Fees Cedis

Graduate 
Member 

20 
yrs

Fresh graduate from University or Polytechnic with BSc./HND in Business Administration, Stores Mgt. Purchasing & Supply, Accounting, Contract and Project Mgt only

1-2
years/ 
Fresh  
Graduate 

Application Fee 

 50

Membership Fee 

150

Annual Subscription 

  30

Induction

  100

Total

 330

 

 

 

 

 

 

Associate
(ACISM) 

25
yrs

HND, BSc. in purchasing and supply, Accounting, Stores Mgt, Economics, Business Administration, Finance, Marketing and Stores Mgt, Contract and Project Mgt, ACA, CPA, ACIPS, ACCA, ACMA, ACIA, ACIS, etc.

3-7
yrs

Application Fee 

 50

Membership

 200

Annual Subscription 

 30

Induction

 100

Total

 380

 

 

 

 

 

 

Full Member (MCISM) 

35 
yrs 

As above with minimum of 8 years working experience in Stores Materials mgt, Purchasing, Logistics, Procurement and Supply, Contract and Project Management.

8 years
&
Above

Application

 50

Membership Fee

 300

Annual Subscription 

 50

Induction

 150

Total

 550

 

 

 

 

 

 




MEMBERSHIP CATEGORIES: 

A. Fellows of the Chartered Institute of Supply Chain Management [FCISM].
B. Full Member of the Chartered Institute of Supply Chain Management [MCISM].
C. Associate of the Chartered Institute of Supply Chain Management [ACISM].
D. Graduate of the Chartered Institute of Supply Chain Management (Grad.CISM]
E. Student Members.
FOUNDATION
Introduction to Purchasing and Supply Management

Organization and Objectives. Basic organization approach. The objectives and scope of buying stock control and the management of storage facilities within the organization. The impact of each upon organisations efficiency and profitability. The relationship of purchasing with other internal functions. The buying Activities; Origin of need and authority to purchase. Determination and control of quality and quantity. Supply sourcing and enquiry procedure, tenders and quotations. Study and determination of prices. Evaluation of offers. Terms and conditions of purchase. Issuing the order or contract. Acknowledgement, receipt, inspection, distribution and storage considerations. Rejection of supplies. Invoice notification. Buying records and budgets. Control of purchasing cost. Disposal of surplus and scrap materials. Professional Buying Behaviors Relationship with suppliers and users. Ethical code of conduct, 

Buying Methods: Comparative analysis of spot, period, quantity and open contract and small value purchases. Uses and limitations of competition and negotiation. Single and multiple sourcing. Competitive tenders and quotations. Comparative analysis of buying, hiring, and leasing.
The right quality: quality as conformance to specification and fitness for purpose, the cost of getting quality, specifications and quality, approaches to managing supplier quality. The right quantity: determining the quantity required, factors influencing the choice of how much to buy, minimum order level and values. The right place: in bound transportation of goods to the delivery point, issues arising from international transportation. The right time: Internal, external and total lead-time and factors that influence lead-time, expediting, measuring supplier delivery performance. The right price: the difference types of cost, and where purchase price fits in, factors affecting prices or services. 

Specifying Requirements Definition of specifications, Prescriptive and non-prescriptive specifications. Ideal characteristics of a specification. The buyer’s role in preparing specifications. Common problems with specifications Different types pf production and service. Specification: Brand name, sample, design/drawing, composition, performance/functional standards and standardization. Value engineering and value analysis. Taking account of legislative requirements and company policy in specifications. 

Ethical Issues in Purchasing, Conflicts of interest. Gifts and hospitality. Dealing with suppliers ethically. Designing systems and procedure to discourage unethical practices. The Sourcing Process. The stages in the sourcing cycle. Purchasing documentation associated with each stage.
 Suppliers Appraisal: When supplier appraisal should be carried out, Methods of supplier appraisal. Supplier appraisal criteria including: technical/quality, financial, commercial and environment appraisal. Evaluating suppliers’ commitment. Evaluation of suppliers’ capabilities. Sources of Information Identifying potential sources of supply. Sources for supplier evaluation. 

RECOMMENDED TEXTBOOKS
1. Purchasing & Materials Management by Leenders, Fearon, England.

2. Purchasing & Supply Management by Dobler & Burt.

3. Purchasing Handbook by Fearon, Dobler, and Killen.

4. World Class Supply Management by Burt, Dobler and Staring.

5. Purchasing and Supply Chain Management by Lyson and Gillingham.

6. Introduction to Materials Management by Arnold and Chapman.
Elements of Business Communication

Main Aim(s) of the Unit:

To prepare students to address business communication situations encountered in their careers through the writing of memoranda, letters, reports, resumes, electronic messages; manuals with terms, mechanisms and instructions; process analysis; proposals; web portfolios; delivering oral presentations, in order to develop interpersonal skills and to foster critical thinking and problem solving skills through the writing of effective communication for assigned business scenarios / situations.

The process of communication: The objectives of communication, the meaning of words, non-verbal communication, the context or situation, Barriers to communication, Why? Who? Where? When, What? How? Planning the message, Summary – how to communicate
 Speaking effectively Basic speaking skills, Qualities to aim for when speaking, summary – good speaking 
Listening: Listening– the neglected skill, Reasons for improving listening, Are you a good listener? Ten aids to good listening, Summary – good listening 

Human interaction and non-verbal communication: Meta-communication and paralanguage, the language of silence, the language of time, body language or kinesics, The underlying psychology: NLP, El and TA, Conflict between verbal and non-verbal communication, Summary – the importance of paralanguage in human interaction 

Talking on the telephone: Telephone problems, Basic telephone rules, Switchboard operators, Making a call, Gathering information by telephone, Answering the telephone, Voicemail, Mobile phone manners, Summary – good telephoning 

Interviewing: Interviewing weaknesses, what is an interview? The purposes of the interview, Types of interview information, How to plan an interview, Structuring the interview, How to question and probe, Summary – Interviewing 

Being interviewed for a job: Preparing – the organization, Preparing – know yourself, At the interview, Tips to remember, Summary – being interviewed for a job 

Communicating in groups: Advantages of groups, Disadvantages of groups, Factors affecting group effectiveness, Summary – making groups and committees work 

Running and taking part in meetings
Chairing meetings, Decision-making methods, Responsibilities of participants, Duties of officers and members, The agenda, The minutes, Videoconferencing and audio-conferencing, Formal procedure 

Giving a talk: Techniques of public speaking, Preparation, Developing the material, Opening the talk, Closing the talk, Visual aids, Use of notes, Practising the talk, Room and platform layout, Delivery of the talk, Summary – being a good speaker 

 Using visual aids: General principles, Whiteboards, Flip charts, Build-up visuals, Physical objects, Models and experiments, Overhead projector, Data projector, Slide projector, Videos, Closed circuit television and video, Points to remember about visual aids, Video and DVD hire and purchase, Summary – being in control of visual aids 

Faster reading: How do you read? The physical process of reading, Ways of increasing your vocabulary, Summary – faster reading 

Better reading: Determine reading priorities, Scanning, Skimming, SQ3R method of reading, Summary – better reading 
Writing business letters: Why good letter-writing matters, Backing up the phone call or meeting, Planning a letter, Layout and style, The structure of a letter, Dictating, Standard letters, Summary – writing business letters 
Applying for a job: What sort of job do you want? What is available and what are they looking for? The application itself, Job-hunting on the Internet, Summary – applying for a job 
Writing reports: What is a report? Types of report, Essentials of a good report, what is the purpose of the report? Fundamental structure, Format, layout, headings and numbering, Long formal reports, House style, How to get started, Setting your objective, Researching and assembling the material, Organising the material and planning the report, Writing the first draft, Editing the report, Producing the report, Summary – report writing 
Memos, messages, forms and questionnaires: Memos, E-mail, Fax, Postcards and reply cards, Text messaging, Forms and questionnaires, Summary – other writing tasks 

Visual communication: When to use charts and graphs, Presentation of statistical data, presenting continuous information, Presenting discrete or non-continuous information, Presenting non-statistical information effectively 

Getting to grips with grammar
Why does grammar matter? What is grammar? How good is your English? The parts of speech in brief, the framework of English, The architecture of the sentence 

Common problems with English
Subject–verb agreement, Problems with verbs, Problems with adjectives, Problems with adverbs, Problems with pronouns, Problems with prepositions and conjunctions, Problems with ellipsis, Problems with negatives, Revision of grammar 

Appendices
· A Punctuation made easy 

· B Using capitals 

· C Using numbers  

· D Business clichés or ‘commercialese’ 

· E Commonly misused and confused words 

· F Ten (simple?) rules of spelling 

· G Commonly misspelled words 

· H Tips on modern business style 

· I Differences between men and women communicating 

Learning Outcomes for the Unit

At the end of this Unit, students will be able to:

1. Demonstrate how business communication strategies and principles can be applied to prepare effective communication for domestic and international business situations 

2. Discuss the relative merits of and appropriate organizational formats and channels used in developing and presenting business messages 

3. Demonstrate understanding of the mechanics of oral and written communication including presentations, memos, letters, and reports. 

4. Demonstrate language skills competency in grammar, spelling, punctuation, capitalization, number usage, and sentence structure by communicating in concise, clear, straightforward language. 

5. Explain relative merits and mechanisms for communicating via electronic mail, Internet, and other electronic media. 

6. To deliver an effective oral business presentation (Non credit bearing assessment) 

7. To demonstrate problem-solving and critical-thinking skills by analysing business problems, resulting in functional business documents, memoranda, letters, and/or reports. 

 Examination: 3 hours duration 100% 

Recommended Text Books: 
· Essentials of Business Communication, Sixth Edition, Mary Ellen Guffey, South-Western College Publishing. 

· ‘Mastering Communications’ by Nicky Stanton, 

· Practical Communications - F W Bergin (Pitman)

· Basic Business Communication – K Lesikar (McGraw Hill)

· People of Communication - D W Evans (Pitman)


Quantitative Techniques

This course introduces the basic concept of quantitative approaches to decision making. It emphasizes the application of a wide variety of quantitative techniques to the solution of business and economic problems. CISCM Mission and Vision are founded upon the Declaration of Human Rights which specifies Education as a human right. CISCM is doing its part by making learning materials, college courses, and academic research Publicly Accessible. This Quantitative Techniques syllabus is open to the public as part of CISCM Open Access Initiative.
Main topics of study: 

Data Presentation and Collection: Frequency Distribution, Frequency Tables, Discrete or Continuous Data, Histograms, Frequency Polygon, Frequency Curve, Cumulative Frequency Curves, Bar Charts and Pie Charts, Lorenz Curve 
Central Location and Dispersion: Notation, Measures of Central Location, Normal and Skewed Distribution, Measures of Dispersion, Coefficient of Variation 
Regression and Correlation: Regression Analysis, Correlation, Spearman’s Coefficient of Rank Correlation, Multiple Regression 
Time Series and Forecasting: Time Series Analysis, Moving Average, Finding the Trend, Finding and Eliminating the Seasonal Variation, Forecasting: Time Series, Forecasting: Exponential Smoothing 
Probability: Probability Calculations, Mutually Exclusive Events: OR Rule, Venn Diagrams: Events Not Mutually Exclusive, Independent Events: AND Rule, Conditional Probability, Decision Trees, Expected Value Permutations and Combinations 
Probability Distributions: Normal Distribution, Standard Normal Distribution, Binomial Distribution, Poisson distribution
 Sampling and Tests of Hypotheses: Types of Sample, Distribution of Sample Means, Central Limit Theorem, Confidence Intervals, Tests of Hypotheses: Principles, Tests of Hypotheses: Practice, Student Distribution 
Index Numbers: Constructing an Index Number, Weighted Aggregate Index Numbers, The Laspeyres (Base-Weighted) Price Index, The Paasche (Current-Weighted) Price Index, The Laspeyres (Base-Weighted) Quantity Index, The Paasche (Current-Weighted) Quantity Index, Changing the Base Year, Price and Quantity Relative Index Numbers, The Retail Price Index (RPI) 
Time Value of Money: Simple and Compound Interest, Discounting and Present Value, Investment Appraisal, Depreciation, Annuities and Other Financial Instruments 

Linear Programming and Break-Even Analysis: Linear Programming, Solving the Linear Programme: Maximisation, Solving the Linear Programme: Minimisation, Break-Even Analysis 
Calculus and Business Applications: Differentiation, Turning Points, Rules for Differentiation, Applications of Differentiation, Partial Differentiation, Integration 

Basic Mathematics: Whole Numbers, Fractions and Decimals, Rounding-Off, Percentages and Ratio, Powers and Roots, Simple Algebra, Solving Equations, Simultaneous Equations, Inequalities, Graphs and Functions, Progressions 

Recommended Text Books: 
Quantitative Methods for Business & Economics, Second Edition – Glyn Burton, George Carrol, & Stuart Wall (Financial Times-Prentice Hall, ISBN 0-273-65570-1)
Statistics for Marketing & Business – R Galloway (Stanley Thomas)
A First Course in Statistics – D Booth (DP Publications)

Principles of Business and Commercial Law

Course Description

Virtually every business activity is affected in some way by laws. Legal issues dominate the commercial world, from the planning stage of any project to the actual conduct of business, and a capable business person will be aware of the importance of knowing about the laws that govern business activities and the necessity of abiding by them. It is important to understand that the law is not ethics, nor is it morals per se. Rather, what we call "law" is the set of rules within which a society operates. For those who are interested in determining how to stay "within the rules" or how to avoid or minimize costly problems or situations, this course will prove useful.

In this course, students will study a wide variety of legal topics. The areas studied will be diverse--from criminal law to real property to employment and worker issues. The common factor will be that each of the topics covered directly affects the conduct of business.

Learning Objectives
After completing this course, students will be able to:

• Describe the federal and state court system and various alternative systems of dispute resolution
• Understand the basics of contract law--how contractual obligations are created, satisfied and breached
• Comprehend the liability issues associated with negligent conduct or products
• Describe legal differences among various business formations and their significance
• Understand the regulation of business conduct in the areas of antitrust, environmental controls, and land use
• Discuss the legal implications of the evolving areas of e-commerce
• Examine a business situation and understand the legal ramifications of any particular course of action
• Explore the ethical implications of different legal positions

Law of Contract Formation: Offer & Acceptance, Invitations to Treat, Status of Tenders, Consideration, Intention to Create Legal Relations, Contractual Capacity, Privity of Contract 
Contractual Terms & Formalities: Formalities, Terms of Contract, Express & Implied Terms, Conditions, Innominate Terms & Warranties, Vitiating Factors: Mistake, Misrepresentation, Duress & Undue Influence, Illegality & Invalidity, Exclusion Clauses: Common Law Control, Statutory Control, Unfair Contract Terms, Criminal Control 
Termination & Remedies: Performance, Agreement, Frustration, Breach, Remedies 
Law of Agency: Role of an Agent, Creation of an Agency, Authority, Duties Arising from Agency, Principal/Agent Relationship, Principal/Third Party Relationship, Agency/Third Party Relationship, Termination of Agency, Commercial Agents 

Supply of Goods & Services: Implied Conditions: Contract of Sale, Right to Sell, Sale by Description, Satisfactory Quality, Fitness for Purpose, Sale by Sample, Acceptance, Modification of Remedies, Exclusion of Liability 
Supply of Goods & Services: Implied Conditions, Implied Conditions in Services, Delivery & Payment: Delivery & Payment, Remedies 
Passage of Title & Risk: Specific, Ascertained & Unascertained Goods, Passage of Title, Passage of Risk, Sale by a Non-Owner 

Law of Tort: Negligence: Duty of Care, Causation, Defences, Recoverable Damage, Negligent Misstatement, Vicarious Liability Product Liability: Ghana Experience, Consumer Protection Legislation 

Consumer Protection: Criminal Liability for False Statements: Trade Descriptions Legislation, Prices, Property Mis-descriptions 
Product Safety: General Product Safety Regulations, Consumer Protection Legislation, Health & Safety, Legislation
 Food Safety: Food, Sale & Commercial Operations, Food Safety Offences, Notices & Orders, Consumer Protection, Regulation, Codes of Practice, Defences, Enforcement 
Weights & Measures:  Offences of Short Weight or Measure, Regulated Packages 

Related Legislation
Legal Aspects of Outsourcing: Tenders, Letters of Intent & Comfort, Procurement Directives, Compulsory Competitive Tendering, Transfer of Undertakings 
Competition Law: Competition Acts, Fair Trading Legislation 
Intellectual Property: Breach of Confidence & Passing Off, Patents, Copyright, Designs, Trade Marks 
International Trade: Bills of Lading, CIF & FOB Contracts, Documentary Credits 
Insurance: Types of Insurance, Insurable Interest, The Contract, Role of Agents, Claims, Subrogation 

Recommended Text Books: 
Project Management - Dennis Lock (Gower)
Law for Purchasing & Supply - M Griffiths & I Griffiths (Prentice Hall)

Cross, Frank B. and Roger LeRoy Miller. (2003).

West's Legal Environment of Business with the Online Research Guide, (5th Ed). Mason, OH: South-Western College Publishers. ISBN: 0-324-15465-8

INTERMEDIATE LEVEL
Materials Management

Main topics of study: 

Scheduling Parts for Manufacturing Projects: Scheduling Framework, Collating Material Requirements, Line of Balance, Computer Solutions 

Purchasing - Principles & Initial Ordering: Purchasing & Materials Control, Purchasing Cycle, Purchase Order; Commercial Conditions of Purchase, Incoterms, Specifying the Goods, Timing of Orders &Deliveries, Purchase Quantities 

Purchasing - Post Order Activities & Materials Control Purchase Order Amendments, Expediting, Shortages, Pareto Principle & Stock Management Project or Stock Purchasing, object Purchasing as a Condition of Contract, Stores Administration, Materials Management as Shared or Common Service 

Purchasing - Procedures for Capital Projects: The Purchasing Organisation, Purchase Control Schedules, Purchase Specifications, Purchase Enquiries, Bid Evaluation, Purchase Requisitions & Orders, Specification, Enquiry & Order Numbers, Quality & Progress, Vendors’ Documents, Shipping, Port & Customs Formalities, Purchase Order Status Reports 

Recommended Text Books: 
Project Management - Dennis Lock (Gower)

Purchasing Systems & Records - P Baily (Gower)

Price/Cost Analysis and Negotiation Strategies

Main Aim(s) of the Unit:

This unit will consider the contract negotiation process from a wide perspective and will concentrate on the events leading up to the actual meeting or series of meetings as well as the subsequent events involving the implementation of the agreement. Good preparation and planning are key elements of a successful negotiation and these will be explored together with getting the best out of the meeting itself by understanding and enhancing relationships between the parties involved.

Main Topics of Study:

Legal foundation for negotiations: Agreement of the parties, Disclosure of information, Unfair contracts and clauses, Bargaining power, Legal assistance 

Internal factors: Organisational issues, Negotiation planning, Reserve position and fall-back plans, managing the process, selecting negotiators 

Negotiation principles: Single or team negotiations, Rules for the lead and support negotiator, Planning and preparation, Negotiation strategy & tactics 

The complete process: Managing the relationship, Supporting documentation and evidence, Defensive measures, corporate relationships, Self preparation, Feedback, Win-Win, Transactional analysis, Closing the gap 

The negotiation: Location and timing of the negotiation, Negotiation techniques, Agenda setting, Single and series meetings, Human interaction, Body language, Listening & Questioning skills 

Post negotiation activities: Summarise, Checking the relationship, Agreeing future actions, Confirming the agreement, Dealing with disagreements, Debriefing, Exploiting the agreement 

Content of a contract negotiation: General principles, Contract requirement, Price, Payment, Delivery, Terms & conditions, Intellectual property rights, Warranties, Risks & liabilities 

Negotiating variations: Source of post-contract issues, Variations, Claims, Disputes, Mediation, Conciliation & arbitration 

The Global Negotiating Imperative: Emergence of a Global Economy , Multitude of International Business Arrangements, Significance of International Negotiating Skills 

Negotiating in any Language: How Negotiations Work, Negotiating Defined, Importance of Win-Win, Stages of Negotiation, Planning your Negotiation, Closing a Deal 

Global Negotiations: What Makes Global Negotiations Different, Cultural Factors, Regional Differences, Gender Issues World Class Negotiating Strategies: Negotiating Strategies Problems Faced by International Negotiators: Key Problems 

Negotiating Around the World:
Western Europe, Eastern Europe, Latin America, North America, Middle East & North Africa, Asia & the Pacific Rim, Sub-Saharan Africa 

Learning Outcomes for the Unit

At the end of this Unit, students will be able to:

Identify the legal foundations of the negotiation including the resulting contractual obligations 

Describe the various components of the negotiation process from planning to implementation 

Identify key players and their roles in the process. 

Understand the required documentation and evidence for successful conclusion of the process 

Use a variety of relationship techniques to get the best out of the whole process 

Analyse the results of a contract negotiation including the various agreements reached 

Be aware of the pitfalls of poor preparation in relation to post-negotiation and contract phase. 

 Examination: 3 hours duration 100%

Recommended Text Books: 
How to Negotiate Anything with Anyone Anywhere Around the World - F Acuff [0-8144-7950-2] (American Management Association)

Successful Contract Negotiation – Tim Boyce (Hawksmere)
Successful Negotiation in the New Contract – Andrew Dearden (Butterworth-Heinemann)
The Art & Science of Negotiation – Howard Raiffa (Harvard University Press)

Special Purchasing Applications

Main topics of study: 

Purchasing: Purchasing Defined, Scope of Purchasing, Creating Profit in a Business, Processes Examined, Place of Purchasing, Financial Impact of Functions, Purchasing as a Strategic Process, Purchasing Strategy & Strategic Purchasing 

Building a Purchasing Strategy: Contribution & Influence, Purchasing & Audit Framework, Organisation Relationships, Systems, Staffing & Training, Enabling Foundation 

Strategic Purchasing - Understanding & Influencing the Supply Market: Current Problems, Upstream & Downstream Management, Supply Planning, Special Requirements Identification, Contract Strategy, Supplier Selection, Contract Finalisation 

Understanding the Basics of Purchasing: Anyone Can Buy, Price & Cost, Price & Volume, Buyer Power Increases with Size of Organisation, Price Lists, Competitive Bidding, Negotiation & Service/Quality, Sealed Bidding & Security, Multiple Sourcing, Price Formulae, Buyer Power & Monopoly, Payment 

Supply Positioning: Pareto Analysis, Setting Up a Supply Positioning Analysis, Supply-Market Segmentation, Purchasing Goals, Purchasing Action Scenarios, Other Applications, Conglomerates’ Purchasing 

Supplier Preferences: Key Account Management, Customer Segmentation by Suppliers, Matching Supply Positioning with Customer Segmentation 

Vulnerability Management: Identifying Vulnerabilities, Assessing the Risk, Managing the Risk, Vulnerability Analysis, Cost Reduction, Other Issues 

Influencing the Supply Market: Procurement Marketing, Reverse Marketing, Affirmative Vendor Improvement 

Buyer-Supplier Interface: Specific Requirements Identification, Getting Early Involvement, Supplier-Buyer Conditioning, Conditioning the Buyer, Keeping the Seller Selling, Conditioning the Seller 

Options for Supplier Relationships: Make v Buy, Market Analysis, Supplier Relationships, Changes in Supply Market, Buyers Response to Changing Market, Dependency Dilemma, Supply Market Orientated Role for Purchasing, Assessing Competitive Advantage 

Partnership Sourcing: Definition, Why Develop Partnership Sourcing? Declared Partnership Goals,Key Issues 

Monopolies & Cartels: Monopolies, Determining the Extent of the Supply Monopoly,Strategies to Redress the Balance, Cartels 

Organising for Impact: Parking Wheel, External Environment, Role, Relationships, Systems & Structures Resources 

Measurement, Audit & Benchmarking: Why Measure? Operational or Strategic, Use of Indicators, Overall Indicators, Indicators Related to Supply Positioning, Limitations of Indicators, Management by Objectives, Measurement Summary, Benchmarking 

Recommended Text Books: 
Profitable Purchasing Strategies - Steele & Court (McGraw Hill)

Logistics Information Systems and Technology

Main topics of study:

Computers: Hardware, Software & Processing, Types of Computer, the Processor 

Storage: Storage Devices, Magnetic Disks, Magnetic Tape, Optical Storage, Files, Records, Fields & Characters, File Organisation, File Access, File Access with Magnetic Disks & Magnetic Tape 

Input & Output: Stages of Input, VDUs & Keyboards, Encoding to Disk or Tape, Document Reading Card, Reading Devices, Printed Output, Computer Output on Microform (COM), Choices of Output Medium 

Data Communications, Networks & Processing Methods: Data Communication, Data Switching, Data Communication Equipment, Computer-to-Computer Links, Stand-Alone Computers & Multi-User Systems, Centralised Data Processing, Distributed Processing & Networks 

Software:
· Software Programming Languages 

· Machine Code 

· Assembly Languages 

· High Level Languages 

· Programming Aids & Fourth Generation Languages 

· Operating System Software & Utilities 

· Developments in Operating Systems 

· General Purpose Software & Applications Software 

General Purpose Packages: Spreadsheets, Spreadsheets in Practice, Features of Spreadsheets, Word Processing, Features of a WP Package, Desktop Publishing, Computer Graphics, Modelling Packages 

Applications Software: Subsystems by Function, the Sales & Marketing Function, the Sales Ledger, the Production Function, the Purchase Ledger, Stock Control, Payroll, the Nominal Ledger, Budgeting 

Management Information Systems: MIS & Levels of Management, Presentation of Management Information, Decision Support Systems, Executive Information Systems, Expert Systems, MIS & Decision Making 

Databases: Application Specific Files Versus Databases, Databases for Management Information, Data Independence & Data Redundancy, Database Systems, Database Software Packages 

The Electronic Office: What is Office Automation? Correspondence - Changing Techniques, Communication, Public Services, Document Image Processing, Office Automation’s Effect on Business, The Computerisation of Business Functions, The Need for a Strategy for Information Technology, The Systems Development Life Cycle, The Feasibility Study, Systems Investigation, Systems Analysis, Methodologies & Techniques for Systems Analysis & Design 

Systems Design: Outline Design & Detailed Design, Output Design, Input Design, Document Design (Form Design), Code Design, Screen Design & Dialogue Design, File Design 

Implementation: Systems Installation & Implementation, Testing, File Conversion, Changeover Options, Post-Implementation Review, System Maintenance 

Training: Methods of Training, the Human Factors in Systems Development & Implementation 

Security & Controls: The Need for Security & Controls, Administrative Controls, System Development Controls, Application Controls 

Computers & The Law: The Data Protection Act 1984, Definitions of Terms in the Data Protection Act, The Main Provisions of the Data Protection Act, The Practical Implications of the Data Protection Act 1984, Copyright, The Computer Misuse Act 1990, Other Legal Matters 

Recommended Text Books: 
Business Basics in Information Technology for First Year Degree Students - (BPP Publications)
Basic Computing Principles - West (Blackwell)
Computer Applications - Morgan & O’Neill (Gill & Macmillan)
Management Information Systems - T Lucy (DP Publications)

PROFESSIONAL EXAMINATION 1
Maritime Administration

Main Aim(s) of the Unit

This unit will introduce students to the key areas of operations of shipping organisations and to highlight key functions and procedures associated with the shipping industry

Introduction to Shipping and to the Ships
Functions of shipping, World seaborne trade and world fleet, Challenges facing the shipping industry in the twenty-first century, International navigation limits, International Convention on Load Lines 1966, Types and methods of tonnage measurement, International Convention on Tonnage Measurement of Ships, Types of ships, specialised vessels and their trades 

Ship design and construction: Ship design and future trends, Ship productivity, General principles and factors influencing design, type and size of ship, Safety and other regulations, Vessel lengthening, Cruise Vessel, Manning of Vessels, Duties and responsibilities of the Master, Ship’s officers and crew manning, IMO Convention of Standards of Training, Engagement and discharge of the crew  

Customs house and ship’s papers: E- commerce; customs, Value added tax, Intrastat, Export controls, Customs tariff, Customs Freight Simplified Procedures (CFSP), New Export System (NES), Unique Consignment Reference (UCR), Customs reliefs, Importation and exportation of goods, Ship’s paper, Ship’s protest 

Maritime canals and inland waterways: Ghana inland waterways, The Suez Canal Authority, The Kiel Canal, The Panama Canal, The St Lawrence Sea way, the influence of canals on ship design, Canal areas as points of economic growth 

Services generated by principal shipping organizations: ISO, Intertanko, Lloyd’s Register, OECD, WTO, BIMCO, UNISTAD, Intercargo, ICS 

Passenger fares and freight rates: Theory of passenger fares, Theory of freight rates and effect of air competition on cargo traffic, Relation between liner and tramp rates, Relation between voyage and time charter rates, Types of freight 

Liner conferences, Liner conference system, deferred rebate and contract systems, Harmonisation conferences, the future of the liner conference system 

Ship operation, Factors to consider in planning sailing schedules,  Fleet planning, Interface between fleet planning and ship survey programme, Relative importance of speed, frequency, reliability, cost and quality of sea transport, Indivisible loads, Ship and port security 

Bills of lading, Carriage of Goods by Sea Acts 1971 and 1992, Types of bills of lading, Carriage of Goods by Rail, Carriage of Goods by Road 
Cargoes: Cargo stowage/packaging overview, Stowage of cargo, Types of characteristics of cargo, Cargo and container handling equipment, Dangerous cargo 

The shipping company, Liner organization, Tramp organization, Holding companies and subsidiaries, Operational alliances, Ship management companies, Ownership of vessels, Freight forwarders, Chartered shipbrokers, Future of ship broking, Ship’s agent, Lloyd’s Register Quality Assurance  

Charter parties, Demise and non-demise charter parties, Voyage and time charter parties, Approved forms of charter parties and related bills of lading, Voyage estimates, Sale and purchase of ships 

Containerization: Container ships; terminals, Container distribution, Container types, Non-containerizable cargo, Features of containerization 

Seaports: Role of seaports in the twenty-first century and factors driving change, Container port automation, Floating terminals, Factors influencing the ship owner’s choice of seaport, Relationship between ships and ports 

Multi-modalism: global supply chain management and international logistics: Factors in favour of multi-modalism, Rationale for the development of multi-modalism, Features of multi-modalism, Multi- modalism strategy, Global supply chain management and international logistics 

The international consignment, Evaluation of transport model(s) for international consignment/s, Delivery trade terms of sale and the export order, Progress of export order and checklist 

Political aspects, Flag discrimination, Flags of convenience, Subsidies, Contribution of shipping to invisible exports        

Learning Outcomes for the Unit

 Upon successful completion of the course students will be able to:

1. Describe the different types of ships and explain their functions 

2. Discuss the key aspects of the maritime business environment 

3. Explain the role of international agencies 

4. Describe the documentation and procedures adopted for ships entering and leaving ports 

5. Explain different types of cargoes 

6. Comment on the nature of ship funding and ownership of world fleets 

7. Discuss the development of operating alliances, mergers and acquisitions in the international maritime environment 

Recommended Text Books: 

Elements of Shipping 8th edition, A. E. Branch (Routledge)

Sea Transport, P. M. Alderton (Thomas Reed Publications)

Dictionary of Shipping International Business. Trade Terms and Abbreviations, A. E. Branch (Witherby)  

Lloyds List and Shipping Gazette

Dynamics of Logistics and Supply Chain Management

Main Aim(s) of the Unit:

This unit introduces the concepts of logistics and supply chain management.  In the modern global marketplace, companies need to be efficient in relation to the movement of supplies and delivery of the final products. The unit explores issues in relation to logistics including value, managing lead time and techniques including just-in-time, and incorporating the role of technology in this process.

Logistics & the Supply Chain: Definitions, Structuring, Material & information flow, competing through logistics, Supply chain strategies 

Serving the customer: Customer service, Customer service as a link between logistics and marketing, Customer service & customer retention, Setting customer service priorities 

Value & Logistics Costs: Sources of value, Representing logistics costs, Activity based costing, balanced measurement portfolio, Supply chain operations reference model 

Managing logistics internationally: Drivers & logistics implications of internationalization, Trend towards internationalization, Challenge of international logistics and location, Organising for international logistics, General tendencies 

Managing the lead time frontier: Role of time in competitive advantage, P:D ratios & lead time, Time based mapping, Managing timeliness in the logistics pipeline, Method for implementing time based practices 

Just-In-Time & Lean thinking: Just-in-time, Lean thinking, Vendor managed inventory, Quick response, The Agile supply chain , Market winners & qualifiers, Agile practices 

Managing the supply chain: Collaboration in the supply chain, Efficient consumer response, Collaborative planning, Forecasting & replenishment, Managing supply chain relationships, Framework for managing the supply chain 

Partnerships in the supply chain: choosing the right partnership, Partnerships in the supply chain, Supply-based rationalization, Supplier networks, Supplier development, implementing partnerships 

Logistics future challenge: New supply chain environment, Key management challenges, Role of the internet, Implementation issues 

Learning Outcomes for the Unit

At the end of this Unit, students will be able to:

1. Identify issues in the development of an efficient supply chain 

2. Describe techniques for enhancing logistics operations 

3. Demonstrate a knowledge of logistics and supply chain in the business context 

4. Identify the main elements of a robust supply chain 

5. Analyse issues and potential solutions in a global context 

6. Critically examine the importance to customers, suppliers and relationships in the overall implementation 

Examination: 3 hours duration 100%

Recommended Text Books: 
Logistics Management Strategy – A Harrison & R Van Hoek (Prentice Hall)
Import and Export Management

Main Aim(s) of the Unit:

This module aims to provide a foundation of knowledge which is key to successful international trade, including risk, the nature of the global operations industry and its main players, management of information and record keeping, fundamentals of financial management, record keeping including balance sheets and P&L accounts as well as cost assessment, managing cash flow and cash flow forecasting. Price calculation and IT implications and considerations are also covered.

What an Export Business is All About
What Does a Business, Any Business, Actually Do? What is Management? Are There Any Such Things as Management Principles? What is Special About an Export Business? A Birds-Eye View of What an Export Business Does, So What is the Point of It All? 

Companies & Businesses: A ‘Business’ or a ‘Company’? Types of Ghana Businesses, the Significant Characteristics of Incorporated Companies, National Variations in Financial Reporting, the Implications of National Variations 

How We Measure Our Progress: ‘It Seems Like a Very Good Idea!’, Turning a Business Idea into a Business, What a Financial Management System Does Not Measure 

Organising the Information Flows, Management Information & Control, Export Activities & Management Records, Investment in the Market and in the Distributor, Keeping an Eye on the Profitability, Keeping an Eye on the Cash, The Basis of Longer-Term Planning, The Business as a Machine 

Management, the Business & the Finance: What is a Balance Sheet? The Story of a New Exporter, Bookkeeping Without Any Books, Some General Points to Consider, Working Capital, The Alternative Layout of a Balance Sheet 

The Trading & Profit & Loss Account: The ‘Accounting Period’, The Link with the Balance Sheet, The ‘Accruals Concept’ - This is Important! Which Figures Do We Include? Which ‘Profit’ Figures Should Management be Interested in? What About Accounting for Value Added Tax? Calculating the Profit (or Loss, as it May Be) What Does the Profit & Loss (& The Balance Sheet), Tell Us? How We Calculate the Profit: How Do the Financial Figures Reach Your Desk? A Matter of Presentation, But What Happened to the Cash During the Year? 

Thinking About Costs: Why We Need to Think About Costs Before Doing the Sums, Why Do We Want to Calculate the Costs Anyway? Some Costing Definitions, Costs for Routine Pricing & Management Control 

The Problem with Absorption Costing: Costs for Strategic Planning & For Tactical Pricing, The Price Reduction Strategy, The Sales Promotion Increase Strategy, The Idea of ‘Contribution’ Towards Fixed Costs, Accounting for the Costs of Fixed Assets 

Cash, & How it Flows In & Out:  A Reminder About ‘Working Capital’ Which is Important, Profits or Cash? The Working Capital Cycle, Keeping a Grip on Cash Flows, the Cash Flow Statement, Analysing & Interpreting the Cash Flow Statement 

The ‘Why’ & ‘How’ of Cash Flow Forecasting: Cash or Profit - What’s the Difference? Cash, Profits & the ‘Time Value of Money’ The Essential Features of Cash Flow Forecasting, A Small Service Company & Its Cash, The Mill in South East Asia 

Cash, Stocks & Working Capital: A Manufacturing Explosion, Software & Hardware Bargaining, The Difference Between Expansion & Just Being Big, Spreadsheets & Planning 

Prices & Costs (& Some Other Things as Well: A Problem Involving Pricing & Profits, Break-Even Volumes, The Break-Even Chart, Using a Computer Spreadsheet, Using Simple Algebra to Calculate Break-Even Volumes, Different Ways of Looking at Contribution, Developing the Idea of Contribution, Incorporating a Profit Target, Several Products & Markets, Optimising the Volumes & Prices 

Coping With the Uncertainties: What Do We Mean by Uncertainty or Risk? Quantifying Probabilities, The Contract Problem, The Successful (?) Distributor Problem, Continued, The Exhibition Stand Problem Re-Visited, Selecting a Decision Strategy, Decision Making in the (Uncertain) Management Context 

Information Technology & Exporting: The Place of Technology in a Business, System Design, The System Architecture, The Operational Requirements, What Do Users Need to Know of the Technology? The Hardware & Software Base, Software Specifically for the Export Office, Communications & Wide Area Networks, Telecommunications, WANs, VANs & EDI 

Learning Outcomes for the Unit

At the end of this Unit, students will be able to:

1. Explain the nature of international trade and its main players 

2. Explain the importance of and some of the processes involved in good information management and record keeping 

3. Demonstrate an understanding of financial management and record keeping including assessment of balance sheets and P&L accounts 

4. Perform basic calculations in the management of cash flow and cash flow forecasting 

5. Employ basic algebra to calculate cost and price 

6. Discuss implications and considerations of IT in the work place 


Examination: 3 Hour 100%

Recommended Text Books: 
Principles of Management in Export - James Conlan (Blackwell Publishers)
Export Practice and Management – Alan E Branch (Thompson)
The Export Trade - Schmitthoff (Sweet & Maxwell)

Inventory Concepts and Management

The Supply Function: Stores, Responsibilities, Organisation, Position of Stores Within the Purchasing & Supply Organisation, Relationships with Other Departments, Materials Management, Logistics, The Supply Chain Concept, The British Standard Guide to Stock Control 

 Identification of Materials: Coding of Materials, Advantages of a Coding System, Code Symbols, Interpretation of Codes, Methods of Coding, Self-Validating Codes, Organising a Materials Vocabulary, Specification, Bar Coding, Variety Reductions, Some Widely Used Coding Systems 

Receipt & Inspection: Expediting, Receipts from Suppliers, Transfers from Other Storehouses, Returns from Production or Other Departments, Scrap Arising, Inspection, Vendor Quality Rating, Marshalling Receipts, Receipt of Capital Items Within the Organisation 

Issue & Dispatch: Authorisation of Issues, Identification of Requirements, Timing of Issues, Methods of Issuing Stores for Internal Use, Dispatch of Goods outside the Organisation 

Records & Systems: Purpose of Stock Records, Manual Systems, Computerised Systems, Electronic Data Interchange, Current Developments Materials & Accounting:  The Value of Stores in Stock Basis of Material Costing, Methods of Pricing Material, Arrangement of Stores Accounts, Provisions, Control of Stock by Value, Budgetary Control, Annual Audit 

Approach to the Provision of Materials: Reasons for Holding Stock Dependent & Independent Demand, Approaches Taken in Production Organisations, Differing Stock Control Needs of Construction, Service & Retail Organisations, the Extent of Stockholdings, Ordering Quantities, Range, Consignment Stocktaking 

Stock Control Techniques: Provisioning, Approaches to Control, Visual Approaches to Control, Programming Deliveries, Ordering Quantities, The Need for Differential Control, ABC Analysis Classification of Stock According to Purpose, Forecasting Demand, The Use of Probability in Inventory Control, The Setting of Recorder Levels, The Provision of Safety Stock, Simulation, Physical Security, Responsibility for Stock, Purpose of Stocktaking, Periodic Stocktaking, Continuous Stocktaking, Stocktaking Procedure, Treatment of Discrepancies, Obsolescence & Redundancy, Stock Checking 

Storehouses & Stockyards: New Stores Buildings, Large Central Storehouses, Storehouses Serving One Factory or Operating Unit, Hiring of Storage Accommodation, Stockyards, Construction of Stockyards, Stockyard Facilities, Buildings & Enclosures Within the Stockyard 

Stores Operations: Security, Knowledge of Materials, Prevention of Deterioration, Storehouse Location Systems, Flow, Departmental Stores, Work-In-Progress Stores, Special Storage Facilities, Centralisation of Storage Central Stores, The Assessment of Stores Efficiency, The Measurement of Stores Efficiency, Redundant Stock 

Health & Safety: Ghana Directives on Health & Safety at Work, Manual Lifting, The Control of Substances Hazardous to Health Regulations, Mechanical Lifting, Fire Precautions 

Storage Equipment: Adjustable Steel Shelving, Bins, Pallets, Racks, Measuring Equipment, Ladders & Steps, Cleaning Equipment, General Tools, Live Storage, Automation of Warehouse Work 

Materials Handling: Benefits of Proper Materials Handling, Manual Handling, Mechanical Handling, Assessment of Handling Problems for Mechanisation, Hand-Operated Equipment, Power-Driven Equipment, The Relationship of Materials Handling to Transport 

Procedures Manuals: The Need for Procedure Manuals, Procedures, Advantages & Disadvantages of a Manual, Preparation of the Manual, Contents of the Manual, Publication & Distribution, Implementation of the Manual, Work Study 

Recommended Text Books: 
Storage & Supply of Materials - D Jessop & A Morrison (Pitman)

PROFESSIONAL EXAMINATION II
Supply Chain Mgt - Customer Service Management.
Main Aim(s) of the Unit:

This unit stresses that excellent customer service is considered as a prerequisite for any successful company.

The unit aims to clarify what this means for the customer service manager or supervisor, in practical terms.

A concise introduction to the business reasons for building good relationships with customers is presented as well as an examination of the management framework of customer service.

The customer service manager’s role is explained and techniques offered that are easy to implement and will improve customer service.

Main Topics of Study: 

Introduction: What is Customer Service?
Importance of Customer Service, Understanding Customer Satisfaction, Excellent Customer Service, Five Needs of Every Customer, Cost of Losing a Customer
 Challenges and Solutions Challenges of Customer Service: Elements of Success, Barriers to Excellent Customer Service, Power of Perceptions, Understanding Expectations, Levels of Expectations, Scope of Influence, Reputation Management, Techniques for Exceeding Customer Expectations, Keys to Credibility, Importance of Values, Ethics in Customer Service, Current Status of Customer Service, New Trends in Customer Service 

Problem Solving: Role of Problem Solving in Customer Service, Creativity & Problem Solving, Problems as Opportunities, Confronting Conflict, Problem Solving Process, Problem Solving Strategies, Development of Negotiation Skills, Professional Approaches to Apologising & Conveying Bad News, Barriers to Problem Solving & Decision Making, Importance of Follow Up 

Management and Strategy Strategy & Formulating a Plan for Success: Why a Strategy, Planning, Importance of Infrastructure, Culture, High Touch & Low Touch Customers, Segmenting the Market, Developing a Strategy 

Empowerment: Importance of Mission & Purpose Statement, Steps to Empowering Customer Service Providers, Co-Production of Customer Service, Why Co-Production Works, Design of Systems 

Communications Communications in Customer Service: Building Customer Intelligence, Methods of Communication, Listening, Voice Inflection as a Customer Service Tool, Telephones & Customer Service, Words to Use/Avoid, Power Phrases, Power of Eye Contact, Appeal to the Senses, Communication & Technology 

Managing Difficult Customers Coping with Challenging Customers: Who are Challenging Customers, Why they are Challenging, Characteristics of Challenging Customers, Respect, Empathy, Accepting Mistakes, and Benefits from Dealing with Challenging Customers? 

Motivation and Leadership Motivation: What is Motivation, Needs & Wants, Motivating Factors, Understanding Morale, Self-Concept & Motivation, Improving Self-Concept, Power of Self Motivation, Teamwork, Motivating Others. 

Leadership in Customer Service: Leadership Defined, Knowing Yourself, Formal & Informal Leaders, Coach or Counsellor, Characteristics of Excellent Leaders, Leadership & Goals, Creating a Customer Service Culture, Benefit of Job Aids, Leadership without Position, The Boss as a Customer 

Customer Retention & Measurement of Satisfaction: What is Customer Retention; Value of Existing Customers, Churn, Developing & Improving the Customer Retention Programme, Measurement of Satisfaction, Sources of Information, Benefits of Measuring your Effectiveness, Determining your Effectiveness, Surveys & Reality, Business Benefits from Measuring Satisfaction 

Customer Service in a Changing Marketplace: Today’s Changing Marketplace, The Customer of the 21st Century, New Technology, Call Centres, The Internet, Enhancing Service Experiences & Building Customer Loyalty 

Excellence in Customer Service: Excellence as the Goal, Getting Started, Rewards of Excellent Customer Service 

Learning Outcomes for the Unit

At the end of this Unit, students will be able to:

1. Describe a range of types of customer and how customer service provision meets their needs and different ways of exceeding customer expectations 

2. Describe actions that can be taken to support improvements to customer service 

3. Demonstrate an in-depth knowledge of how effective customer service relates to different types of customer in the organisation 

4. Explain why it is important to make improvements to customer service provision 

5. Present detailed analysis, supported by examples from organisations, of how effective customer service relates to different types of customers 

6. Critically examine the importance to customers, the employee and the organisation of exceeding customer expectations. 

Examination: 3 hours duration 100%

Customer Service: A Practical Approach – Elaine K Harris (Prentice Hall)
Managing Customer Service – Jenny Hayes & Frances Dredge (Gower)
Once a Customer Always a Customer – Chris Duffy (Oak Tree Press)

Supply Chain Mgt - Total Quality Management

What is Purchasing?
Definition, Organisational Buyers, Purchasing, Profitability & Added Value, The Evolution of Purchasing, Purchasing & Change, The Status of Purchasing

Purchasing Strategy: Definition, Levels of Strategy, The Strategic Planning Process, Purchasing Strategy, Environmental Scanning, Strategy Formulation, Strategy Implementation, Strategy Evaluation & Control, Strategic Options 

Purchasing Organisation: Organisational Design & Structure, Approaches to Organisation Structures, Centralised Purchasing, Purchasing & it’s Functional Interfaces, The Internal Organisation of Purchasing Departments, Purchasing & Supply in Group Undertakings, Horizontal Organisations, Supply Chain Management, Materials Management, Logistics Management, The Contribution of Purchasing to Supply Chain Management 

Purchasing Procedures: Introduction, Traditional Purchasing Procedures, The Inefficiencies of Traditional Procedures, Legal Aspects of Ordering Procedures, The ‘Battle of the Forms’ Purchasing Records, Small Orders, Purchasing Manuals 

Purchasing & IT: Introduction, Management Information Systems (MIS), Information Technology (IT), IT & Competitive Advantage, Computer Systems, Computer Operation, A Typical Computerised Purchasing Application Flowcharts, Essential Features of a Computerised Supplies System, Some Computer Applications Relevant to Purchasing, Some Advantages of Computerised Purchasing, Telecommunications & Networks, Electronic Commerce, Electronic Data Interchange, Electronic Funds Transfer (EFT), Electronic Mail, Smart Cards, Bar Coding, Electronic Catalogues, Security & Legal Issues, The Impact of IT on Purchasing & Supply 

Human Resources in the Supply Chain: Introduction, Human Resource Planning, Job Analysis, Recruitment & Selection, Performance Appraisal, Training & Development, Purchasing & Pay, Motivation, Communication & Commitment, Communication, The Management of Change, Teamwork & Multinational, Teams, Management Styles & Leadership, Strategic Aspects of HRM Applied to Purchasing 

Specifying & Assuring the Quality of Suppliers: Introduction, What is Quality? The Importance of TQM, The Specification of Quality, Product & Production Design & Re-Design, Specifications, Standardisation, Value Analysis & Engineering, The Implementation of Quality, Quality Control & Assurance, Quality Systems, Independent Quality Assurance & Certification, Tools for Quality & Reliability, Failure Mode & Effects Analysis (FMEA), Quality Circle & Task Teams, The Cost of Quality, Purchasing & Quality 

Matching Supply with Demand: Definitions, Inventory Classifications, The Aims of Inventory Management, The Right Quantity, Demand, The Economics of Stock Management, ABC Analysis, Variety Reduction, Economic Order Quantities (EOQs), The Quantity Discount Model, Lead Times, Forecasting Demand, Fixed Order & Period Review Systems, Materials Requirements Planning (MRP), Distribution Requirement Planning (DRP), Just-In-Time Purchasing (JIT), Optimised Production Technology (OPT), Lot Sizing, Safety, Stocks & Service Levels, Special Inventory Factors 

Sourcing: Sourcing Levels, Sourcing Information, Analysis of Market Conditions, Directives, Sources of Supply, Suppliers Assessment & Appraisal, Supplier Performance Rating, The Supplier Base, Make or Buy Strategies & Tactics, Outsourcing, Outsourcing Purchasing, Tiering, International Sourcing, Partnership Sourcing, Forming Successful Partnerships, Reciprocal Trade, Counter trade, Intra-Company Trading, Subcontracting, Local Suppliers, Small or Large Suppliers, Sourcing Decisions, Factors in Deciding Where to Buy 
Contrasting Approaches to Supply: Introduction, Industrial Products, Capital Investment Items, Buying Used Equipment, Evaluating Capital Investments, Selecting Suppliers of Capital Items, Leasing, The Buyer & Capital Investment Purchases, Production Materials, Raw Materials, Futures Dealings, Methods of Commodity Dealings, Component Parts & Assemblies, Production Materials & Bills of Materials, Consumables, Construction Supplies & Bills of Quantities, Goods for Resale in Wholesaling & Retailing 

Storing Supplies: Storage & Supplies, Type, Location & Sitting of Storage Facilities, Storage & Materials, Handling Equipment, Assessment of Storage Requirements, Stores Layout, Identification of Stock Items, Surplus 

Controlling Prices & Costs: Price, The Conditions for Perfect Competition, Imperfect Competition & Monopoly, Ghana Competition Legislation, Price Information, Pricing Agreements, Variations to Firm & Cost, Price Agreements, Price Analysis, Price Variation & Adjustment Currency Management, Incoterms 

Support Tools: Tendering, Debriefing, Post-Tender Negotiation (PTN), Forecasting Techniques, Techniques of Investment Appraisal, Application of Costing Techniques, Life Cycle Costing, Target Costing, Absorption Costing, Activity-based Costing (ABC) & Management, Standard Costing, Budgets & Budgetary Control, Learning Curves, Project Management, Scheduling, Models & Simulation Approaches 

Negotiation: Introduction, Definitions, Approaches to Negotiation, The Content of Negotiation, What is an Effective Negotiation? Factors in Negotiation, the Process of Negotiation, Pre-Negotiation, the Actual Negotiation, Post-Negotiation, Global Negotiation 

Purchasing Research, Performance & Ethics: Purchasing Research, Purchasing Performance & Control, The Aims of Performance Measures, The Prevalence of Purchasing Performance Measures, Principles of Performance Measures, Methods of Evaluating Purchasing Performance, Accounting Approaches, Comparative Approaches, The Purchasing Management Audit Approach, Management by Objectives (MBO), Purchasing & Fraud, Whistle-Blowing, Purchasing Ethics 

Recommended Text Books: 
Purchasing & Supply Chain Management - C K Lysons (Prentice Hall)
Supply Chain Mgt - Project Procurement Management

Main Aim(s) of the Unit: 

This unit aims to develop students’ knowledge and understanding of the role of project management in organisations.  The unit explores the methods adopted for robust project management including techniques for planning, monitoring and controlling complex projects and the role of computing in this process.   

Projects in Contemporary Organisations: Definitions, Why Project Management, The Project Life Cycle (PLC), Strategic Management & Project Selection: Project Management Maturity, Project Selection & Criteria of Choice, Types of Project Selection Models, Net Present Value, The Project Manager: Job Description, Job Specification, Person Specification, Cultural Differences 

Project Organisation: Functional Organisation, Pure Project Organisation, Matrix Organisation, Mixed Organisational Systems, Project Teams, the Human Factor, 

Project Planning: Initial Project Coordination, Systems Integration, Work Breakdown Structure, Linear Responsibility Chart, Conflict & Negotiation: The Nature of Negotiation, Partnering, Chartering, and Change, Conflict & the PLC, Linear Responsibility Chart, Principles of Negotiation, Budgeting & Cost Estimation: Estimating Project Budgets, Improving the Process of Cost Estimation 

Scheduling & Resource Allocation: Background, Network Techniques: PERT & CPM, Critical Path Method (CPM), the Resource Allocation Problem, Resource Loading, Resource Levelling, Crashing 

Monitoring & Information Systems: The Planning-Monitoring-Controlling Cycle, Information Needs & the Reporting Process, Earned Value Analysis, Computerised Project Management Information Systems (PMIS) 

Project Control: The Fundamental Purpose of Control, Three Types of Control Process, Design of Control System, Control as a Function of Management, Balance in a Control System, Control of Creative Activities, Control of Change and Scope Creep 

Project Auditing: Purpose of Evaluation – Goals of the System, The Project Audit, The Project Audit Life-Cycle, Construction and Use of the Audit Report 

Project Termination: The Varieties of Project Termination, When to Terminate a Project, The Termination Process, The Final Report – A Project History. 

Learning Outcomes for the Unit

At the end of this Unit, students will be able to:

Understand elements of the project management process 

Contribute to the planning process for complex projects  

Develop a detailed plan for a complex project including analyse the resourcing requirements. 

Identify and evaluate appropriate systems to enhance the monitoring and control of projects. 

Examination: 3 hours duration 100%

Recommended Text Books: 

Project Management – A Managerial Approach – Jack R. Meredith & Samuel J. Mantel (Wiley)

Project Management – A Systems Approach to Planning, Scheduling & Controlling – Harold Kerzner (Wiley)
The Portable MBA in Project Management – Eric Verzuh (Wiley)
Supply Chain Mgt - Shipping and Traffic Management

Main Aim(s) of the Unit

This unit will introduce students to the key operations associated with the shipping industry and familiarise them with different types of ships, cargoes and ports

Main Topics of Study

The Ship The number and classification of ships, Parts of the ships, Ship stresses and stability, Markings on the ship, Tonnage, Types of Ships Passenger ships, General cargo ships, Container ships, Barge-carrying ships and Ro/Ro ships, Bulk carriers, Specialist ships, Types of engines, Trends in ship types, the economics of ship size, the economics of speed 

The Crew Typical duties of those on board, Reductions in crew size, International crews, Regulating crew size, Crew recruitment and training, Pay and conditions, Industrial relations Navigation: Whose responsibility is this? The choice of route, the ship’s navigational hardware. Communications at sea 
Types of Cargo Pre-shipment planning, The stowage plan, Stowage and discharge, The care of cargo during the voyage, Stuffing containers, Bulk cargo, Dangerous cargoes, Deck cargo, The theory of trade 
Costs and Freight Rates Cost classification, the daily running cost (DRS), Propulsion, cargo-handling and other port costs, Freight rates 

World Tonnage What determines the supply of shipping? The growth of national merchant fleets, Reasons for encouraging and sustaining national fleets, Maritime policy, Flags of convenience, Shipping Finance The operating profit, Equity, Debt 

Charters: Different ways of chartering a ship, Standard forms for charters, Voyage estimating, How ship owners get ‘offers’ for their vessels, Arbitration in charter party disputes, The tanker market and chartering 

 The Liner Market: Typical company organization, Marketing, Consortia, alliances and conferences, Logistics and/or intermodal transport 

Safety: Spheres of risk, the economics of safety, Marine insurance, Salvage, Safety and environmental issues 

Documentation: The bill of lading (B/L), Economic and operational problems of documentation, Incoterms, Ship’s documents, Customs 

Ports: Port development, Classification of ports, Types of port ownership, Time spent in port (cargo-handling), Number of berths needed in ports, Comparing the various types of berth, Alternatives to formal port systems, Port labour, Port management and administration, Port charges, Ship canals 

Learning Outcomes for the Unit

Upon successful completion of the course students will be able to:
1. Comment on different types of ships 

2. Describe the purpose and functions of different ports and types of port ownerships 

3. Discuss different types of cargoes and comment on security and safety matters 

4. Understand the purpose of flags of convenience. 

5. Identify different ways of chartering a ship 

6. Explain the importance of key documentation used by the industry 

7. Identify international canals and their impact on world trade 

Examination: 3 Hours 100%

Recommended Text Books: 
· Sea Transport, PM Alderton, (Thomas Reed Publications) 

· The Business of Shipping, P. Kendall 

· Lloyds List 

· Dictionary of Shipping International Business Trade Terms and Abbreviations, A.Branch ( Witherby) 

                          
