ENHANCE YOUR CORE
CO M P ETE N CI ES Credit Skills & Management (Pty) Ltd

Certified Credit Professional

CREDIT SKILLS & MANAGEMENT (PTY) Ltd

“To Your Credit!”

Good Credit Manager’s are not born that way  — they’re Trained!




CSM (Pty) Ltd Mission statement:

Our mission is to provide, through accreditation by professional institutes and
governing bodies — quality, affordable credit manag ement education that is
certified, which results in the development of outc ome skills, thereby making a
positive contribution to the overall growth of indi viduals, companies and the
South African economy.

AN ICM Certificate in Credit Management

It exemplifies credit ability by - enhancing your credentials as a
knowledgeable, capable and intuitive Credit Manager. Such will increase
your value to your organisation and should therefore, help you to advance
more quickly and earn more money.

Opportunities for Credit Professionals with an
ICM qualification:

Earn 5 — 10% additional income — providing additional value to
your employer which results in better job security and higher
income potential

The added value of a certified credit professional designation
respected by businesses nationally as a symbol of excellence in
credit management

Stay current on credit related topics including legislative issues
Expand your credit management knowledge

Access to other credit professionals to mentor, benchmark and
share industry best practices

Four copies annually of the ICM magazine, an on-line source of
credit and management information

Special offers / discounts from the Institute of Credit
Management

Seminars and networking events

Discounts on Credit reference materials

Access to on-line legislative articles and discussion
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Providing Professional Credit Education since 1991
National Head Office: 2" Floor, Legend House, Overport, Durban
Telephone: (+27) 031 208 5553 / (+27) 011 792 5895
Fax: (+27) 031 208 3499
E-mail: education@creditskills.co.za Website: www.creditskills.co.za

IMPORTANT DATES & DEADLINES FOR 2009

First Semester 2009 Second Semester 2009
Registration September 08 — February 09 April 09 — July 09
Course Begins February 2009 August 2009
Exam Dates 6 June 2009 7 November 2009
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The Institute of Credit Management

Providing Professional Credit
Education since 1953

Founded in 1953, the Institute of Credit
Management is the centre of expertise in South
Africa for matters relating to the profession of
credit.

the Institute represents individuals from all credit
disciplines, including trade credit, consumer
credit, banking credit, credit information, credit
insurance, debt administration and collections and
insolvency practitioners to name just some.

The Institute’s aim is to raise professional
standards in credit management, to increase the
awareness of its importance as a crucial educate
and inform its ever-growing membership
base.management function that plays a vital role
in marketing, cash flow and profitability, and to
educate and inform its ever-growing membership
base.

About the curriculum

The ICM pioneered credit management education in
Southern Africa and has over the years structured a
number of curricula to assist people wishing to enter
into a business environment and to assist its
members who are already actively engaged in credit
control and credit management.

Why is the ICM involved?

The ICM is the only examining body for credit
management in Southern Africa. The ICM is a
professional body and does not offer face to face
classes or distance learning in any subject. It
determines the standards of the various courses and
subjects examined on by it and develops relevant
and topical syllabi in respect of this course and
subjects.

The role of the private colleges is solely to prepare
the students for the ICM's exams.

Some of the private colleges prepare students for
the ICM's exams and present their own courses at
the same time.

Exams for the Three Parts of the ICM certificate in

Credit Management will be written during June and
November of each year and the pass mark for the

exam is 50 %.

The National Exams

Examinations can be written during June and
November of a calendar year. Examination
timetables must be obtained from the relevant
educational body at the time of registering for a
specific course or subject.

Students must ensure that the subjects which are
being written at any one of the examinations can be
accommodated by them in terms of availability of
time.

It is a student's responsibility to ensure that the
examination dates of the subjects being written by
them do not clash and students are cautioned that
special examination dates will not be considered
under any circumstances.



General Programme Information

Study commitment

Successful completion of the ICM Credit
Management Courses requires commitment,
self-discipline, organisation and planning.

Study Method

The entire programme is designed for campus,
correspondence and e-learning delivery.

The use of interactive class facilitation, web-based
technologies and assignments provides students
with a wide range of support opportunities.

Students enrolled in the Credit Management
courses can participate online with the “Interact
with us” page on the CSM website to further and
broaden their knowledge, maximising on the
potential. It is suggested students utilise this at
least 3 times during their studies.

Assignments

Each correspondence course incorporates a
number of assignments to ensure students work

through the material and assists with focusing on
the important parts of the aforementioned. This
monitors their progress on the specific course and
consultants are able to assist on the related
issues.

Minimum Passing Grades

A three hour examination is written at the end of
each course. The final mark for the course is
calculated and forwarded by the ICM.

The minimum passing grade for each course is
50%.

Admission requirements

Individuals employed in a credit-related position or
who aspire to a career in the credit life-cycle are
eligible to enroll in the programme. Recognition
that many organisations are increasingly seeking
ICM qualified graduates or students to hire for
credit positions. CSM (Pty) Ltd allows enroliment
even before obtaining relevant employment.
Mature students who have not studied for some
time are encouraged to enroll as this will advance
current competencies and be updated regarding
current changes within the sector and legislation.

Credit Management Programme Fees

Basic Tuition Fee

The course fees for correspondence and
campus students are as follows:

Programme Fees: (fees are subject to change without
notification)

Fees can be paid by cheque, cash, credit card or
direct deposits.

Learners are to issue proof of identification with
registration.

If paid by direct deposit, please fax deposit slip
with your name and programme details through to
CSM's office.

Fees do not include ICM membership or
examination fees.

All learners are responsible for registering with the
ICM.

Above Credit Management Courses to be aligned
with NQF (recognition of prior learning)



Course Fees & Refund Policy

Course Fees CSM Policy

Policy Outline

The course fees include the costs of textbooks, learner ) ) )
Under no circumstances will refunds be applicable.

manuals and a pen & pencil set. Course fees do not
include ICM registration as student members and/or

exam fees which are payable direct. Learners may redo their course under the following

circumstances:
- Failure of ICM examination achieving
less than 41%
- Failure to attend the ICM examination

A discounted rate is offered to members who repeat the
course within 12 months of the preceding examination

written. |
due to reasons other than illness
- Redo at full price
Programmes
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ICM NATIONAL CERTIFICATE IN
CREDIT MANAGEMENT

The Course:

The ICM National Certificate in Credit Management
will equip every member involved in the credit various
functions with the necessary knowledge and skills to
effectively contribute and improve bottom line resulting
in optimising their performance and achieve maximum

productivity.

Programme Outcome:

Define credit
Understand the factors impacting our

economy
Control, functions, products and
responsibilities of the sources and role of
Credit

Demonstrate knowledge of the SARB in the
daily transactions between the various
financial institutions

Introduction to the basic credit laws and acts
Evaluating client categorization
Understanding and management of the
internal credit environment and relationships
with other departments

Enable to define the collections process and
management of third party agents

Defining credit policies, procedures and
applications of both consumer & commercial
customer base

More detailed syllabuses, outlining each of Part 1, 2,3&
4 of the ICM Credit Management courses, are availab le
upon request.

Duration:

The programme duration is four months of either part-
time / distance learning per course. This is supplied on
a National basis at CSM campuses on Saturdays.

About us:

Credit Skills & Management (Pty) Limited (CSM) , is
a national training and consulting company which
specialises in credit and revenue management. CSM
is accredited by the Institute of Credit Management
(ICM™m).

Visit our website and interact with us:

www.creditskills.co.za




You are required to complete this form in full. &hse advice our offices of any changes
This document serves to record the contract enterexhto between

CREDIT SKILLS & MANAGEMENT (Pty) Limited (THE COMPA  NY), Registration Number 2000/029510/ 07,
domiciled at 534 Ridge Road, Durban 4001 ; Telepine (031) 2085553; Fax (031) 2083499

The LEARNER arjlfjhe SPONSORING COMPANY (Co-principal debtor)
Title: ...... Full REGISTERED Company Name

FIrSt NaMIE. oo
SUMAME: oottt e e e e e Registration Number .............coovi i,
ILD. NUMBER .....cooiiii e, VAT REGISTRATION NUMBER ...,
PHYSICAL ADDRESS. ... PHYSICAL ADDRESS ...t
Postal ADdress ..........cooevvvvieniiiiiiiine, Postal ADdress ..........ovevviviiniiii e
CELL PHONE NUMBER .........cciiiiiiiie, CONTACT PERSON ... e
WORK NUMBER ...t e TELEPHONE ...t EXT ..........
EMAIL ..o e e e SIGNATUME... . e e
SIGNALUFE ..., POSItION ...
Y 1O Being duly authorized to bind the company accoriging
Please provide copy of ID with application DATE oo,

For the purposes of studying PART_ of the S.A. ICM COURSE to begin

Atafee of R Excluding VAT and ICM Fee Examination and Membershp fees

Classes (Dbn/Jhb) Correspondence___Payment in full Payment plan .

FEES DUE AND PAYABLE ON REGISTRATION

1. The LEARNER and the SPONSORING COMPANY are jointly and severally liable for the tuition and material £es

2. Failure to attend lectures / submit assignments wiin no way negate the liability of the LEARNER andthe SPONSORING
COMPANY for the fees of the relevant course

3. NO CANCELLATIONS ACCEPTED

4. The LEARNER and the SPONSORING COMPANY authorizes THE COMPANY to furnish and request credit information
concerning it to or from any registered credit bureau.

5. All parties here by nominate the address provided ére in as their legally nominated physical address

6. THE COMPANY reserves the right to postpone any couse where numbers are insufficient

7. Inthe event that THE COMPANY instructs it's Attorn eys to collect any amount which is outstanding, theEARNER and
THE SPONSORING COMPANY shall be liable for all Attorney and Client costs

8.  Should any amount not be paid on due date, the fulmount owing to THE COMPANY will become immediatey due and
payable

9. The Learner and Sponsoring Company acknowledge anagree to be bound by the terms and conditions herrei

For THE COMPANY Sign & Date
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Level

Credit Management | Curriculum

Course
Adding Value “To Your Credit!"
4+ Credit as a language in business
4+ Differences in Business Organisations and Risk Assessment
+ Understand the different forms of Credit and appreciate the sustainable business
Success
4+ Investigate the various sources of credit, establish the role and how to effectively
control Credit
4+ Properly evaluate and assess accounts
4+ Understanding the internal Credit Environment and establishing of Inter-
departmental Co-operation.
+ Apply effective Debt collections and Debtors administration
4+ Maximise on your potential and advance your Supervisory Skills
4+ ldentify the elements and apply the basic Law of Contract.
Target Audience
These courses are for all beginning credit analysts, controllers and lenders. They may be
appropriate as a refresher for more experienced analysts, controllers and lenders.
Testing

There are two evaluations per course. There is a Progress Check, or proficiency National ICM exam, for each course
upon completion of the final evaluation in the course.The individual evaluation scores and the National Exam score
flow into a composite performance score for the course.

Reporting

Participants and mentors receive email copies of results for each evaluation and for the Exam results, which provide
comprehensive details about pace and performance for each exercise in a course.

Certification

Upon successful completion, Credit Skills & Management (Pty) Ltd provides a certification, which requires an average
composite performance.
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Level
Credit Management 2 Curriculum

Course

Adding Value “To Your Credit!"

+ Economical & legislative factors of Credit Management & their impact on customer
ability to pay

4+ Sources of finance available to Companies requiring working capital / growth
funding

Credit Policy
Structure of a Credit Management Department
Understanding Budgets, Targets & Provisions

Advance Assessment Skills & Decision making

- & & & ¥

Securing an Account

&

Administrative Controls

&

Supervising the Department

Debt re-scheduling

Legal Action on Delinquent debtors
Export and International Credit
Consumer Credit

Introduction to Banking Credit

- & & & = ¥

The role of Micro Lenders in South Africa

&

Introduction to Liquidations / Insolvency

4+ Internal & External Audit and their requirements

All duration is from Feb to June, and July to November — including ICM Exam.
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Level
Credit Management 3 Curriculum
Course

Adding Value “To Your Credit!"

4 Management styles, responsibilities and reporting

4+ Insolvencies & Liquidations

4+ Legal and third party debt collection

4+ Credit Law (including the National Credit Act)

4+ Cash Flow Management and Financial Analysis
#+ Case Studies

Target Audience

This is the final part of the 3 part certificate course in Credit Management. These courses are
for all upcoming credit supervisors and/or managers.

Reporting

Participants and mentors receive email copies of results for each evaluation and for the Exam results, which provide
comprehensive details about pace and performance for each exercise in a course.

Certification

Upon successful completion, Credit Skills & Management (Pty) Ltd & the ICM provides a certification, which requires
an average composite performance.

Duration

The programme duration is four months of either part-time / distance learning per course. Such is supplied on a
National basis at CSM campuses on Saturday mornings. Semesters start in February & July each year.
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Level

Credit Management 4 Curriculum

Course
Adding Value “To Your Credit!"
% Manage the credit employee’s performance and development whilst conforming to
required legislation and Company policies and procedures.
£ The objective of human resource management in the credit environment
+ Human resource performance measurement
+ Employee motivation
+ Human resource training and development
% Human resource — legal environment and the Acts
+ Credit Management Statistics and Reporting
#+ Introduction to quantitative techniques (Statistics)
+ Business Law
+ Introduction to the business legal environment
+ Corporate Governance
#+ Introduction to Business Economics
Testing

There are two evaluations per course. There is a Progress Check, or proficiency National ICM exam, for each course
upon completion of the final evaluation in the course.

The individual evaluation scores and the National Exam score flow into a composite performance score for the course.

Reporting

Participants and mentors receive email copies of results for each evaluation and for the Exam results, which provide
comprehensive details about pace and performance for each exercise in a course.
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ICM APPLICATION FOR EXEMPTION EVALUATION

NAME:

DATE:

INSTRUCTIONS

Please answer the following questions T _rue or E alse and attach this questionnaire with the standar dICM
application form available upon request.

1. An Affidavit is a written statement made to an officer of the peace.
2. Capital is the total cash in a company’s account at month end.
3. Consignment stock is the placement of stock at a customer which is

then invoiced on usage.

4, Disposable income is that money which is left after taxation.
5. D.S.0O. — stands for “Debt from Sales Owing”.
6. Revolving Credit is a facility which becomes available or use each

time a payment is made.
7. ‘Net profit’ is what is left after deducting operating expenses.

8. A Private Company’s name ends with the word Close Corporation

13



9. A Public Company’s name ends with the word Limited

10. In a Public Company the transfer of shares is restricted

11. In a Close Corporation there can be as many as 20 Directors

12. A Sole Ownership should always be asked to sign personal surety when applying for credit

13. Partners in a Partnership are jointly and severally liable for debts incurred, on the condition that they

had knowledge of the debt.

14. One of the essentials for a valid contract is that at least one party must have an intention to fulfill the
obligations of the contract

15. A Credit limit can be defined as the maximum permissible monthly purchases the debtor may make.

16. A responsibility of a Merchant bank is to provide short and long term loans to farmers.

17. An open account debt prescribes after 2 years.

18. A judgment is valid for 2 years

19. A mortgage bond can not be used as a collateral for a debt.

20. The Usury Act governs legislation for interest rates throughout the world

21. Credit Information is one of the 7 “C’s” of credit

22. Companies Act is one of the 7 “C’s” of credit

23. A business should charge interest to clients so that they may make more money from selling on credit?
14



24.

25.

26.

27.

28.

29.

30.

Credit Insurance can be defined as a policy taken out against debtors defaulting on payments.

A disadvantage of the Open Item accounting system is that manual reconciliations still need to be done
if the customer queries their account.

An open account can be defined as an account on which no securities exist?

One of the functions of the Reserve Bank is that it provides loans to needy citizens.

One of the three parties to a Trust company is known as a Donor

The cost of credit involves calculating the amount of money the creditor loses if the debtor does not pay
on time.

A contract can be terminated by one party withdrawing from the agreement.
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