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I. Executive Summary 

The Barents bankers training activities in Georgia span a period from June 1996 to December 
2000. The initial phase of the training, June I996 to August 1998, established a core level of 
banking knowledge and skills through the delivery of 31 courses with 748 participants, reaching 
almost all Georgian banks. This initial phase was followed by the delivery of specialized 
training programs that included follow-up on-the-job consulting to verify knowledge and skill 
retention as well as foster knowledge and skill transfer back on the job. The final phase 
concentrated on the institutionalization of the program along with a focus on self-sustainability. 
Therefore, this report will cover the activities of the final contracts from September 1, 1998 to 
August 31, 1999 and September 1,1999 to December 31,2000. 

During a majority of the contracts, Mr. Michael Gegen was the W M G  Barents Resident 
Advisor. He began his affiliation with Georgia's Banking-Finance Academy while he was 
establishing Armenia's Bank Training Center. Mr. Gegen officially became the guiding force 
for Georgia's Banking-Finance Academy in September 1998 and remained the Resident Advisor 
through January 2000. Under his leadership, the Academy went from renting classroom space to 
conduct courses to establishing a training facility with three classrooms, a large office and a 
production area. He was also instrumental in establishing the Memorandum of Understanding 
between the Banking-Finance Academy Founders and USAID. He also installed a computer 
laboratory and built an extensive banking and business library. Most importantly, he selected 
and trained a Georgian Director to lead and manage the Academy. 

In July 2000, a decision was reached by USATD in conjunction with KPMG Barents to retain 
another Resident Advisor and extend the contract through December 3 1,2000. This decision 
was driven by the unexpected resignation notice of the Academy's Director in May 2000. The 
Academy Director ultimately left the Academy in August 2000. Prior to their departure, Ms. 
Diana Osinski became the Resident Advisor. Ms. Osinski had worked in Georgia for 21 months 
as a Training Consultant on USAID's Capital Markets Development Project for W M G  Barents. 
Ms. Osinski's mandate was to establish a cooperation agreement between the banking and capital 
market communities in exchange for USAID support (fixed training expenses for banking and 
variable training expenses for capital markets). In addition, Ms. Osinski was tasked with 
identifying and training a new Director as well as transitioning the Academy to self- 
sustainability. This included all the required activities to close down the project. 
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This report will cite the required deliverables in accordance to the Statement of Work (SOW) 
and detail the activities expended in fulfillment of them. Other project activities will also be 
presented (International Accounting Standards training). A majority of the project benchmarks 
were met. However, some were not possible given the long standing rivalry between the 
banking and capital markets communities. Extensive effort was expended by several parties 
throughout the fall of 2000 to establish a cooperation agreement between the banking and capital 
market communities. In spite of the time dedicated by all parties along with the verbal 
agreement to sign a cooperation agreement, the agreement was not signed. Regardless, some of 
the project benchmarks were exceeded despite the time dedicated to this activity and the project 
close out issues. Most importantly, the Georgian banking community is well equipped to utilize 
western style performance based training techniques to design, implement, market and evaluate 
training. 

This report will also discuss the issue of program self-sustainability and the lessons learned from 
this project. It will also include concluding remarks on the future training activities in Georgia. 

Finally, all supporting documents cited in the report can be found in the Appendix. 

2 May 2001 
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II. Statement of Work and Deliverables 

A copy of the Statement of Work details the objectives from the original contract for the period 
September 1,1998 to August 31,1999 (Appendix A). 

Statement of Work 
The specific deliverables were as follows: 

1. There will be a total of 400 Georgian bankers trained in western banking practices and 
standards. 

2. During the period 20 courses will be conducted including follow-on weeks of in-bank 
consulting as appropriate. This will include advanced courses of previous topics, and the 
presentation to new participants of several courses previously offered. 

3. Four to six future trainers will be identified and given two full weeks of "" ("Training of 
Trainers" courses and additional "on the job" teaching experience during the 1998-99 academic 
year. 

4. The Resident Advisor will advise and train hisher local counterpart in completing 
institutional arrangements and the establishment of a permanent premises for Bankers Training 
Institute including the provision of assistance in the strategic planning process for the future of 
the self-sustaining training center. 

5. The contractor will provide assistance in the self-training use of Computer Based Training 
(CBT) software. 

3 May 2001 
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Deliverables 

The project began with Mr. Michael Gegen returning as the Resident Advisor and Ms. Tamrico 
Pavlenishvili continuing as the Academy Director. Deliverables were accomplished in the 
following manner: 

1. During the period of the contract from September 1,1998, until August 31, 1999, the Banking 
Finance Academy delivered 19 courses to 5 15 participants. Therefore, 11 5 more participants 
were trained than the 400 requested by the SOW. However, 20 courses were not conducted. 
The slight reduction in the number of courses can be attributed to difficulty scheduling 
expatriates to conduct training. 

2. During the period of a prior contract, the Newly Independent States (NIS) Bankers Training 
Contract that funded institutional development and course delivery activities in the Republic of 
Georgia, from January 1997 through September 1998, 16 instructors conducted 97 meetings with 
Georgian bankers in which they provided consulting advice. Although this benchmark was 
carried forward under the new Caucasus Bank Training Contract and subsequent contract 
modifications, the practice of providing in-bank consulting services was curtailed during the later 
half of 1998 and subsequently, due to cost considerations and the progressive lack of interest on 
the part of Georgian bankers. Therefore, a total of 107 consulting visits were conducted by 24 
instructors. As stated previously, there were 19 courses delivered during the academic year 
September 1998 to June 1999. 

3. In May 1999, the Banking Academy conducted a two-week "Training of Trainers" (TOT) 
course, taught by Janey Trowbridge, in which there were 15 participants from 9 Georgian banks. 
Four of these participants teamed up later that yeir (during the period of the subsequent contract 
modification) to team-teach with international instructors and one taught a course alone. 
Therefore, a total of five taught courses. These were the following: 

Course 

Rlsk Management 
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Asset Liability Management ' 4 0ctober 1999 ' A. Hsu P. Toliashvili 

Strategic Planning 
Bank Cards 

Letters of CreditfTrade Finance 

Local 
Instructor 

Date 
International 

Instructor 

Note: G. Davitashvili, a Georgian instructor, taught alone. 

1 November 1999 
9 November 1999 
3 December 1999 

27 Seotember 1999 

C. Silverstein 
T. Grier 

N/A 

A. Hsu 

A. Tsereteli 
N. Chikovani 

G. Davitashvili 

G. Keshelashvih 
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4. The KPMG Barents Resident Advisor, Mr. Michael Gegen, who had been overseeing the 
activities of the Banking-Finance Academy &om Armenia under the prior contract, became the 
Resident Advisor of the project in Georgia at the start of this contract in September 1998. It was 
during this time that the final premises for the Banking-Finance Academy were settled at 123 
Agmashenebeli Street, consisting of two relatively large classrooms and a small office. The 
Bank Founders, who had signed a Memorandum of Understanding with USAID dated 14 April 
1998 (Appendix B), to establish the Academy, contributed US $16,000 to the renovation of the 
premises in order to make it acceptable as a training facility. These premises were later 
expanded to include an additional classroom and larger office in the same location. Later in 
1998, on November 10, the Banking-Finance Academy registered its charter with the Republic 
of Georgia as a not-for-profit organization (Appendix C). The Resident Advisor also provided 
direction to the Academy Director, Ms. Tamrico Pavlenishvili, to establish a strategic plan for 
the Academy's self-sustainability, which she continued to pursue following the departure of the 
Resident Advisor in January 2000. This involved utilizing local trainers trained in the 
aforementioned TOT course to deliver courses (in tandem with international instructors during 
the spring and fall of 2000) as well as seeking additional contracts with other training 
organizations to provide facilities, course services, manual preparation and other training 
logistics to more fully utilize the Academy's fixed-cost classroom space. Ms. Pavlenishvili also 
pursued the teaching of business English as another "product line" for the Academy's future 
sustainability and investigated the of a merger with a start-up institute fbr providing 
English education. This merger strategy, however, was rejected by the Academy Founders as 
not be strategically aligned with its vision for the ~ c a d e m y  to continue to focuson providing 
training in finance and banking. Ms. Pavelenishvili also experimented with conducting computer 
courses (Access, Excel and Word, beginning and advanced courses) and preparation courses for 
the GMAT. Neither of these products lines were considered profitable and were not continued. 
However, the Academy clients had asked during the Industry Assessment conducted in the fall 
2000 that the Business English courses be reinstated. 
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5. Prior to the close of the project, the Academy staff were introduced to a Computer Based 
Training (CBT) product that was produced by the National Center for the Training of Bank 
Personnel. Specifically, the staff were given a demonstration of the CD-ROM entitled: 
"Ukrainian Business: Roads to Success". The product is a bilingual (English and Ukrainian ), 
training and reference guide for enterprises. The staff were given an extensive tutorial on the 
program which included various modules and other features such as a search function, business 
glossary, training and a list of useful Internet links. 

The Academy was also presented copies of the Risk Management (English) and International 
Accounting Standards (English and Russian) CBT programs. These CBT programs were built 
using USAID funding and are easy to load and use. The Risk Management CBT consisted of 
two programs of approximately five instructional hours each. "Introduction to Supervision by 
Risk Approach for Commercial Banking" was designed for training bank examiners and related 
central bank personnel in commercial banking risk management from a regulatory perspective 
using the CAMEL approach and supervision by risk. "Introduction to Commercial Banking Risk 
Management" was designed to be used by commercial banks in training management and staff in 
the basic tenets of risk management. IAS version 1 is approximately three hours in length and 
provides an overview of IAS. The program is available in both English and Russian. Multiple 
versions are available with user limits of 5, 10, 15,20 and 25. The content is two years old. 
Therefore, it does not reflect changes in IAS which have occurred during the past two years. All 
programs are intended to be used in multiple manners. Primarily they are designed to be used for 
self instruction in a distance learning mode, the programs may also be used as an instructor-led 
teaching curriculum and for Training-of-Trainers programs. The programs may also be used to 
supplement instructor-led training as course prerequisites to create more uniform and 
homogenous classroom participants for advanced courses. 

The Academy staff were also actively working with the International Banking Institute in St. 
Petersburg to explore using their CBT programs. Specifically, the Institute had a website that 
included CBT programming and the Academy was investigating ways to provide the CBT 
courses in Georgia. Strategically, it was agreed that it was in the best interest of the Academy to 
secure existing CBT programs in Russian or English versus investing in the development of new 
programs. Unquestionably, the new Academy Director was very interested in exploring distance 
learning options and will be adding this delivery option for Academy programming when it is 
permissible. 

BARXVTS -~.-...,,'- 6 May 2001 
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Statement of Work 

The project was extended and contract modifications detailing the deliverables for the period 
September 1, 1999 to December 31,2000 were detailed in Contract Modifications 2-4 (Appendix 
D). The specific deliverables are the following: 

1. At least 200 Georgian and regional bankers will be trained in western banking practices and 
standards. 

2. At least 10 courses will be conducted including follow-on, in-bank consulting as appropriate. 
This will include advanced courses of previous topics, and the presentation to new participants of 
several courses previously offered. 

3. All of the training courses offered will be done on a co-teach basis with American and 
Georgian instructors participating fully. 

4. At least six banking course will be delivered by Georgian bankers. 

5. At least 12 additional Georgian trainees will be identified and trained as trainers for the 
Center, increasing the credible "stable" of the Center to at least 20 by the end of the task order to 
enable the center to commit to a rigorous schedule of courses. 

6. A Center Deputy Director will be identified and histher training commenced in order to 
provide the Center with depth and continuity and to enhance its administrative and marketing 
capability. 

7. The Center will do its best effort to hold at least two regional meetings to help advance the 
institutional development agenda for the center. These formal meetings and others would be 
expected to include local and international stakeholders in the center, regional and international 
peers and potential partners. 

8. Partnering agreements with at least four peer, related andlor funding organizations will be 
entered into. 

9. There will be a detailed strategic plan prepared for the Center covering in detail such topics 
as: an analysis of the market for the services of the Center with a recommended marketing 
strategy to include appendices of institutional names, contract information, key people, etc.; a 
management plan for the center; a training plan for center staff; a detailing of actual and likely 
products and services for the Center; an operational plan and package for the Center; and 
implementation schedule for the strategy; and a financial plan to include fundraising for the 
Center. 
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10. There will be prepared a detailed plan for the next school year to include a schedule of 
contracted courses, budgets, cash flows, marketing plan, etc. The plan will include alternate 
appropriate uses of the Center and its resources. 

11. There will be in place for the Center an Operational manual, a Financial Control manual and 
a Personnel manual. 

12. The contractor will assist the Center to be well-positioned for its first free-standing year. 
The Contractor shall provide records indicating advanced stocking of the training an teaching 
materials and equipment to substantiate that these tasks have been performed. The contractor 
will also make a best effort with any remaining funds to prepay the trainer contracts and the 
maintenance contracts for the computer equipment. 

13. A detailed equipment and financial audit of the Center will be done so that the independent 
management has a clear and complete starting point for its activities. 

14. The appropriate USAID documentation for equipment and training materials turnover will 
be completed before the Contractor departs. 

15. All materials, reports and courses prepared by the contractor will be made available to the 
Center in both written and electronic form. 

16. It is expected that the Center's management will make a detailed presentation to its Board of 
its Strategic Plan and Annual Plan and Budget. USAID at its option will receive a similar 
presentation by Center management. 

In addition, the following deliverables were added in modification 4, Additional Tasks: 

17. By the end of this task order, the Center will have a formal agreement with the Bank 
Supervision Department of the National Bank of Georgia (NBG) to deliver a certification 
program for bank supervision. 

18. By the end of this task order, there will be concrete evidence that the Banking Finance 
Academy will have begun developing courses with other financial service providers and is taking 
concrete steps to affect a formal merger with other financial service providers with the view 
towards creating a self-sustaining financial services training facility. 
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Deliverables 

Deliverables were accomplished in the following manner: 

1. During the period of the contract and subsequent modifications, the Banking Finance 
Academy delivered the following: 

This resulted in a total number of courses offered during the contract and modification periods of 
47 courses with a total number of participants of 1,093. These courses ranged in subject matter 
and instructor, as listed in Appendix E of this final report. The increasing decline in course 
delivery and attendance reflected the size of the banking market in Georgia. Repeated interviews 
and focus group discussions conducted with Georgian bankers indicated that the Academy had 
reached a saturation point with the delivery of its core curriculum (consisting of approximately 
30 courses), and significant bank participation in the program during the first two to three years 
of the project had exhausted the number of bankers who had not significantly participated in 
training programs. While bank managers interviewed indicated that this did not mean that all 
Georgian bankers were fully trained, they had participated in training to the degree that the banks 
could afford both the course fees and the time allotted to participant training. KPMG Barents 
subsequently provided several new courses in the fall of 2000 in an attempt to provide greater 
training penetration in the final months of the project, which were supported by USAID. This 
proved successful primarily in the delivery of a range of courses addressing issues during the 
transition to International Accounting Standards. The IAS courses are discussed in section 111. 
Other Activities. 

Number of Courses 

BARTNTS -~.*......- 9 May 2001 
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2. As mentioned previously, the follow-on consulting previously implemented in Georgia was 
curtailed due to lack of funding and interest on the part of Georgian bankers. 

3. There were eight courses delivered on a co-teach basis during the period of this contract. Five 
were delivered in the fall of 1999 (as listed above). In 2000, there were three courses taught on a 
co-teach basis: 

4. During 2000, four banking courses were delivered at the Academy, which were taught solely 
by Georgian instructors. These were the following: 

i 
- - - . -. . . . - - . . - . . 

I - - i  - 

Conflict Resolution and Team Building I 3 July 2000 L. Sanikidze 
Foreim Exchange 1 25 Seotember 2000 1 A. Zakhashvili 1 

Problem Loan Management 

In addition, George Davitashvili was prepared to teach Letters of Credit and Trade Finance. 
However, the Academy had established an agreement with Bankworld (Booz - Allen & 
Hamilton) to conduct courses for the National Bank of Georgia and they had indicated that they 
wanted to have this taught exclusively for them. Unfortunately, the Academy and the Central 
Bank were unable to find a date that would jointly work for both of them prior to the close of the 
project. Subsequently, the course was taught for the Central Bank in early 2001. 

Local Instructor Course 

Furthermore, four courses and four workshops were conducted for the capital market community 
and were taught exclusively by resident instructors at the Academy at the request of USAID. At 
USAID's request, the banking and capital market communities were exploring ways to cooperate 
and use the existing training facilities. Bankers were among the capital market course and 
workshop participants. Listed below is a summary of the training: 

Date 

Cnstomer Service I 24 Auril2000 I L. Sanikidze 
3 1 January 2000 

BARXYTS -..~" 10 May 2001 
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to the Law on Entrepreneurs Overview 
(Law Workshop) 

Securities Market Law and Amendments September 14,2000 R. Ormotsadze 
to the Law on Entrepreneurs Overview 

(Law wdrkshoP) 
Corporate Governance Principles and 1 September 14,2000 1 B. Abuladze 

Shareholder Rights 0ve i iew 
(Issuers Workshop) 

Corporate Governance Principles and September 19,2000 
Shareholder Rights Overview 

B. Abuladze 
- 

(Issuers Workshop) 
Basics of September 25,2000 

Accounting 

-- 
H. Kharabadze 

International October 19,2000 
Accounting Standards 

L. Tsagareishvili 

I I 

Investment Industry I 

Overview of the November 13,2000 
Capital Market Industry 

I module, eight modules) 

(Different instructor per 1 module. ten modulesl 1 

Various 
(Different instructor per 

Operations of the December 1,2000 

Therefore, a total of twelve programs were taught by resident instructors at the Academy in 
2000. Most importantly, the courses were managed by the Academy staff. 

Various 

5. During the fall of 2000, KPMG Barents also implemented a second "Training of Trainers" 
course to better position the Banking-Finance Academy for independence following the 
conclusion of USAID support under this Contract. This course was taught by Diana Osinski, the 
Resident Advisor for the project for the final five months of the Contract. Ms. Osinski's prior 
experience in developing and delivering training programs and her two years' work managing 
training development and delivery for the Capital Markets Development Project in Georgia 
enabled her to better fine-tune both the teaching and course development skills of participants. - 
Further, her residency in Tbilisi enabled the course to be taught in ;he evenings anh weekends, 
over a period of three weeks which better suited the needs of Georgian bank participants. Most 
importantly, the TOT courses were co-taught with Natasha Nikuradze, a resident instructor. 
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The second TOT course included four new features. Ms. Osinski established an Instructor 
Identification and Selection Process to formalize and standardized the process to identify, select 
and evaluate potential trainers (Appendix F). This process included a Instructor Notification 
Process to notify potential trainers of their obligations and responsibilities (Appendix G). In 
addition, she added Instructor Skills Inventory which established the instruction standards 
required of Academy instructors (Appendix H). Furthermore, she gave all participants a handout 
on Test Development to encourage them to include exercises in the course materials to test 
knowledge and skill application (Appendix I). She also added Course Development Templates 
in English, Georgian and Russian in Word and Powerpoint (Appendix J). This allowed the 
instructors to prepare standardized participant and instructor guides, overheads and evaluation 
forms with a consistent and professional appearance. 

A total of 28 participants started the TOT course, delivered during October 2000. However, only 
twenty individuals completed the course. Listed below is a summary of instructor capabilities: 

Participant 

I 

Legend: 
6 = Excellent 
5 = Better than average 
4 = Slight better than average 
3 =Slightly below average 
2 = Below average 
I = Poor 

z 4 I 4 

Presenfation and 
Facilitatiun Skills 

Curriculum 
Development Skills 

, . 
Papuashvili, Jilda** 
Pichkhaia, Irina 
Zautashvili, h e * *  

* = Banking Finance Academy Staff 
** = Fiscal instructors 

Computer 
Skills 

5 Mikadze, Tamuna* 
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Seven of the TOT participants were employees of the Government of Georgia engaged in fiscal 
reform activities with KPMG Barents Fiscal Reform Project. The Expatriate Training Manager 
for this project was on extended leave placing them at a critical juncture where it was mission 
critical to train future instructors. With the blessing of USAID's Geoff Minott, the instructor 
candidates were included in the TOT program. In exchange, the Fiscal Reform Project provided 
a resident instructor to co-teach the TOT courses and translators. 

In addition, six instructors who went through the first TOT program are actively engaged in 
conducting training for the Academy. Listed below is a summary of their capabilities: 

. A 

Tsereteli, Avtandil 5 5 4 1 

Davitshvilli, David 
Dolidze, Vakhtang 
Sanikidze, Lia -- 
Toliashvili. Pauuna 

In total, 26 Georgians are trained to update the existing Academy courses and workshops and 
begin to develop and deliver new programs (Appendix K). Specifically, they have the 
knowledge, skills and tools necessary to design and deliver high quality performance based 
training materials. Most importantly, several of the Academy staff participated in the TOT 
course. Therefore, they are better equipped to manage the development and delivery of high 
quality performance based training. 

6. Subsequent to the departure of Mr. Michael Gegen, Resident Advisor, in January 2000, Ms. 
Pavlenishvili promoted Mr. David (Dato) Asanidze to the position of Deputy Director. 
Following the departure of Ms. Pavlenishvili in August 2000, Mr. Asanidze had desired the 
position of Academy Director. While Mr. Asanidze displayed loyalty and commitment to the 
Academy in his position as Deputy Director, both USAID and KPMG Barents believed he 
lacked the leadership skills required of the Director position. Nevertheless, throughout the fall of 
2000, it was unclear what the mission of the Academy was to be following the completion of the 
Contract, which resulted in the delay of naming an Academy Director and the uncertainty in 
determining whether a Deputy Director was necessary under alternative options. But, with Ms. 
Osinski's arrival as Resident Advisor, Ms. Osinski was able to provide guidance and support in 
helping Mr. Asanidze develop some of the required attitudes and skills of a leader, and he had 
demonstrated a significant improvement in discipline and leadership style by the end of the 
Contract period. While it was subsequently determined that the Academy would retain a new 
Director (Ms. Nino Jgamadze), the Academy would retain Mr. Asanidze as Deputy Director 
during the transition period from support under this Contract to greater autonomy under partial 
support from the Sibley International contract funded by USAID. 

B A R ~ T S  -'.~"..,.~- 13 May 2001 

5 
4 
5 - 
4 

5 
3 
6 
5 

6 
3 
6 
7 



Bankers Training Program in Georg~a 

Ms. Nino Jgamadze was one of the original founders of the Academy. Specifically, Ms. 
Jgamadze worked for TbiliComBank as an Operations Director and was an active and committed 
Founder. Over the years, Ms. Jgarnadze had expressed interest in potentially managing the 
Academv should the ov~ortunitv arise. With the resirmation of Ms. Pavlensishvili the . . - 
opportunity did arise. In addition, the project was rapidly coming to a close and it became 
evident in December that the banking and capital market communities would not sign a 
cooperation agreement and move to the nextstep of establishing a management structure along 
with selecting a Director. Therefore, Ms. Jgamadze agreed to take a leave of absence to manage 
the Academy for three months. USAID's Geoff Minott secured a Leave of Absence for Ms. 
Jgamadze. Given Ms. Jgamadze's previous role as a Founder, she was the most appropriate 
candidate to manage the Academy. Ms. Osinski worked closely with her to prepare a Training 
Plan, Budget and Workplan (Appendix L) for presentation to Sibley International. All 
documents were finalized in early 2001 with Sibley's Will Cain. Most importantly, Ms. 
Jgamzdze worked closely with Ms. Osinski to execute the various Project Closeout Documents. 
Therefore, Ms. Jgamadze was well prepared to take the first steps towards self-sustainability. 

Ms. Osinski also worked on improving the Academy's administrative and marketing capability. 
Specifically, Ms. Osinski developed a Program Checklist that the Deputy Director used each 
week to conduct staff meetings (Appendix M). This allowed the staff to move to a proactive 
mode in planning for the following week's and month's academic activities. In addition, Ms. 
Osinski added a Local Area Network (LAN) in the office along with establishing a consistent 
electronic filing system for all administrative paperwork. Most importantly, the LAN permitted 
the staff to more efficiently share files and significantly reduce the number of incomplete 
versions. Ms. Osinski also purchased six filling cabinets which permitted the course materials to 
be filed vertically in one location making them easier to find and quickly retrieve. Prior to 
obtaining the file cabinets, courses were filed horizontally in stacks with no filing mechanism in 
several different areas of the Academy. Ms. Osinski also introduced an expanded marketing 
package which stressed course content, instmctor capabilities and participant knowledge and 
skills as a result of attending an Academy program (Appendix N). Ms. Osinski also prepared 
and presented a Human Resource Policies Manual to the Founders to provide them with 
guidance on managing their human assets (Appendix 0). 

7. The Academy did not conduct two regional meetings with other bank training centers in 
Tbilisi. However, both Ms. Jgamadze and Mr. Asanidze participated in an EU-TACIS-supported 
regional meeting with other bank training centers at the International Banking Institute in St. 
Petersburg (Attachment P). Ms. Jgamadze also participated in a similar meeting held in Kiev, 
Ukraine. Through these meetings, the Banking-Finance Academy staff were able to make 
contact with peers in other countries of the NIS and were attempting to determine the ways they 
could share resources and, possibly, instructors in the delivery of courses in Tbilisi. This 
included sharing course materials in various mediums (print and CBT). 
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8. A strategic option evaluated by Banking-Finance Academy Founders, USAID and KPMG 
Barents was to partner with other organizations in which the Academy could help: defray costs, 
obtain additional and valuable resources or expand its market and product offering. For instance, 
Ms. Pavlenishvili had sought a possible merger with a start-up English language training 
institution in Tbilisi that was supported by the British Council. In this way, she perceived that 
the Academy could share fixed costs with the institute and expand its market and product 
offering, similar to the forays she had made in offering English courses for bankers through the 
Academy. Nevertheless, the Founders rejected this option as this institute's mandate was 
unrelated to the task of delivering courses in banking and finance. 

Another merger that was discussed in detail was that of merging with the training unit managed 
by the Georgian Stock Exchange and supported by USAID. While KPMG Barents spent 
considerable time in attempting to implement this merger or cooperative agreement throughout 
the fall of 2000, it was determined in the final two weeks of the project that this deliverable 
would not be accomplished. Specifically, long standing rivalries combined with a requirement 
from the capital market community that USAID's support be equal for both parties (operations 
and training) made it impossible to achieve this deliverable (Attachment Q). 

Nevertheless, the Banking Finance Academy did develop partnering agreements with other peer- 
related organizations. One was with Bankworld Inc. a Booz - Allen & Hamilton supported 
program in Banking Supervision at the National Bank of Georgia (Attachment R). In this 
agreement, the Academy provided services in the delivery of training courses targeted to NBG 
bank supervisors. This included providing classroom space, photocopying and materials, 
logistics management and other services for the delivery of two courses in 2000. In one case, the 
Academy arranged an international instructor through KPMG Barents to provide instruction in 
Credit to super&ors. The Academy earned a reasonable margin for providing these services. 
The Academv also vrovided similar services for the KPMG Barents Fiscal Reform Project 
supported by USAID in the delivery of a Training of Trainers course. 

The Academy was also successful in soliciting support from two US NGOs - Financial Services 
Volunteer Corp (FSVC) and Academy for Educational Development (AED) - in agreeing to 
provide international instructors for course delivery during 2001. FSVC even provided an 
instructor in Strategic Planning in December 2000. 

9. Throughout 2000, a variety of strategic options were thoroughly investigated and considered 
for the future sustainability of the Academy. While these strategic options were discussed 
previously, an analysis of these options is located in Exhibit S of this report. In addition, to 
evaluate the readiness of the capital market and banking communities to design, implement, 
market and evaluate training, a Diagnostic Report on the Banking-Finance Academy and Capital 
Market Training Unit was prepared (Appendix T). The most significant finding was a citation 
that each training entity had opposite strengths and weaknesses. Listed below is a summary of 
the strengths (+) and weaknesses (-) by training competency: 
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Furthermore, KPMG Barents conducted an Industry Assessment Report (Appendix T). The 
purpose of this report was to collect data on the Academy's client and non-client perceptions and 
expectations. This report along with the Diagnostic Report (Appendix S) would serve as the 
basis for developing a strategic plan, once a strategic option had been selected. 

Implementation 
Marketing 
Evaluation 

10. Under Ms. Osinski's direction, Ms. Jgamadze developed a training plan for the remainder of 
the 2000-2001 academic year (Appendix L). A sensitivity analysis of use of Academy resources 
and projected cash flows was conducted with the analysis of strategic options. Once it became 
clearer which option would be selected, Ms. Jgamadze prepared a formal budget for the 2001, 
which was submitted and was initially accepted by Sibley International in December 2000. The 
final budget for the first quarter was accepted by Sibley International in early 2001. 

11. Prior to the close of the Contract, KPMG Barents drafted a Human Resources Policy Manual 
for the Academy (Appendix 0) .  

+ 
+ 

12. KPMG Barents prepaid the following Academy expenses prior to the close of the Contract: 
(a) one month salaries for staff that were not continuing with the Academy; (b) paper, supplies 
and materials for course delivery; and (c) telecommunications expenses for one month. 
Unfortunately, remaining budget funds were unavailable to provide greater assistance to the 
Academy. However, the Academy had substantial equity ($30,996) and program revenue 
($46,336) they could use to manage the Academy. Most significantly, the Academy had access 
to technical assistance and funding from USAID through Sibley International in 2001. 

+ 

13. KPMG Barents contracted an independent auditor to conduct an equipment and financial 
audit of the Academy prior to the end of the Contract. A copy of this audit report is located in 
Exhibit V. 

14. USAID-required turnover documentation is provided in Exhibit V. 

15. All materials, reports and course materials were made available to the Academy in both 
electronic and hard copy. As previously noted in this report, all files of course materials, 
overheads, instructor manuals and other important course delivery resources were refiled and 
organized prior to Contract end by Ms. Osinski. 

BARXWTS 16 May 2001 
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16. USAID and Bank Founders participated in many meetings throughout the fall of 2000 
regarding the analysis of strategic options, the implementation of selection option(s) and the 
financial implications of these options. Both Ms. Pavlenishvili and Ms. Jgamadze participated 
extensively in the preparation and presentation of these discussion items. As a member of the 
Bank Founder group, Ms. Jgamadze was an active participant in discussions of the Academy 
prior to her acceptance of the position of Academy Director. 

17. A copy of the agreement with Bankworld Inc. (Booz - Allen & Hamilton) to provide support 
in the delivery of courses is provided in Exhibit R of this report. 

18. The discussion and outcome of the proposed mergerlcooperation between the Academy and 
the Capital Markets Training Unit was previously discussed in this report. Concrete evidence of 
this attempted mergerlcooperation are located in Exhibit Q. Extensive time was invested by 
KPMG Barents, USAID, the Founders and the Capital Market Cooperation Committee to reach 
agreement on sharing resources in exchange for funding (fixed expenses for the Academy and 
variable expenses for the capital markets training). The Capital Markets Cooperation Committee 
steadfastly agreed that they would not sign any document that would not give banking and 
capital markets equal support for their training operations and course design and delivery. This 
requirement was first raised in July 2000 and remained the core stumbling block through 
December 2000. Therefore, USAID and KPMG Barents (banking and capital markets) were 
unable to facilitate an agreement for the two parties to collectively work together. However, it is 
believed that the parties will informally find a way to work together in 2001 given the limited 
resources available through USAID via Sibley International. 

BAR~YTS -',~"..,,~- 17 May 2001 
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Ill. Other Activities 

In an effort to assist the banks in adhering with International Accounting Standards (IAS), 
KPMG Barents was asked to conduct IAS training in July 2000 by USAID's Laurie Landy. 
Listed below is a summary of the IAS training activity conducted in October and December 
2000: 

PLANNING 
The original plan called for one week of roundtable training meetings with a single group of 
Georgian bankers. The objective of the program was to address specific IAS questions and 
implementation issues faced by the banks during their IAS transition period. Anticipated 
attendees were Georgian bank Chief and Deputy Chief Accountants, as well as Information 
Technology (IT) staff and others directly involved in the conversion process. Ms. Karen 
Kalishek was selected to conduct the training. Ms. Kalishek had taught IAS in Georgia and was 
familiar with the laws and key contacts. Prior to Ms. Kalishek's arrival, founding members of 
the training academy requested an additional training session in order to address branch 
accounting staff needs. Analysis following the consultant's arrival indicated a high level of 
anticipated demand for the program. In response, the sessions were extended one additional 
week and scheduled for three separate sections. Planned maximum attendance per section of 25 
to allow for maximum group interaction. 

IMPLEMENTATION 
The majority of registrants selected the first group and including walk-ins, first day registration 
was 29 participants. Attendees were adamant that they wished to remain together, so all were 
accepted into the group. Many of the banks had apparently selected participants without regard 
to the prerequisite of previous IAS training. Only 7 of the attendees had received prior 
background training in IAS and matched the anticipated participant profile. In response to the 
obvious need for basic IASIaccrual basis accounting training, the consultant arranged to move 
the small number of group two registrants into the third group and use the freed-up time to offer 
an additional program. This additional session was a basic IAS/accmal concept introductory - - 
class offered at no additional charge to group participants. Registration for the third group 
totaled 27, with only 4 of the participants meeting the prerequisite and program profile. 

Daily attendance as a percentage of registrants was high. Overall, fifteen Georgian banks were 
represented, many sending multiple participants. The weakest component of the program 
evaluation indicated that attendees did not perceive how program components were related to 
their positions. This result is likely due to inappropriate selection of attendees by the banks, 
since most of the participants were not in the necessary decision-making role envisioned by the 
program objectives. 
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The consultant cooperated closely with the TACIS implementation project and USAID's 
accounting methodology and banking supervision projects. The roundtable program included 
presentations by Tom Gordon of the accounting methodology project and Gloria Grimditch of 
the banking supervision project. Local staff members of the projects were also invited to attend 
all sessions. 

RESULTS 

A total of 98 participants attended the six different IAS programs in October and December 
2000. Specifically, Ms. Kalishek presented a total of 16 days of various levels of IAS training, 
Listed below is a summary of the programs: 

1 Programs I TerttdDnys I Participants ] Bar~ks 
IAS Roundtable~Session 1 I 5 23 1 12 

The IAS training was a success on many levels. Most importantly, the primary success of the 
program was the identification of issues that required attention by the National Bank of Georgia. 
With this knowledge, the NBG was able to determine policy and disseminate direction before the 
January 2001 onslaught of calls by individual banks. This proactive means of addressing 
potential problems should have eased the transition process for all banks in the country. 

IAS Roundtable/Session 2 
IAS Roundtable/Session 3 
IAS Concepts and Financial Statement Overview 
IAS Course 
IAS Conceuts and Accrual Accounting 

Although evaluations indicated participant satisfaction with the program, the originally 
envisioned objective of implementation problem identificationimutual problem solving was not 
met in the manner anticipated. This can be attributed to a number of reasons: 

+ Participant banks had not progressed with the transition process sufficiently to identify and 
think through all implementation issues or consider how they might be resolved. 

3 
2 
1 
4 
1 

+ The majority of program participants did not have the necessary background training in IAS 
to participate in IAS related discussions. 

The majority of program participants did not hold decision-making positions relating directly 
to the IAS conversion process. 

22 
20 
10 
15 
8 

+ Participants were not familiar with mutual problem-solving methods and had anticipated that 
the program would be a classroom-style training forum. 

8 
9 
6 
3 
4 

May 2001 
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Responding to the above, the consultant with W M G  Barents approval modified the planned 
instructional method and used a modified roundtable approach which incorporated both 
classroom presentation and group participation. This approach appeared to be effective as shown 
by the high attendance figures and more importantly, that attendees stayed through the end of 
program each day and were active participants. Overall, the program was a success and provided 
much needed guidance to the banks given the pending transition to IAS. Additional information 
can be reviewed on this topic in Appendix W. 

May 2001 
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IV. Sustainability Issues 

There are several elements of sustainability that will help facilitate and ensure the Banking- 
Finance Academy's long term self-sustainability. Listed below are the elements: 

+ Reports - A  Diagnostic Report was done on the strengths and weaknesses of the Academy to 
design, implement, market and evaluate programs. In addition, an Industry Assessment 
report was prepared on client and non-client perceptions and expectations of the Academy. 
Therefore, the Founders know the areas that they need to work on to improve their chances 
of self-sustainability. Please see (Appendix S and T). 

+ Training Facilities - Plentiful and renovated training facilities exist. The facilities consist of 
three classrooms, one office and a production center. A long-term lease has been established 
between the Academy Founders for the original training space (two classrooms and one 
small office) and the landlord ensuring that the space will continue to be available to conduct 
courses. 

+ Equipment, Furnishings and Supplies - Excellent and abundant equipment, furnishings and 
supplies turned over to the Academy by USAIDiBarents. The Academy is well supplied 
with equipment, furnishing and supplies to continue to conduct training. Please see 
(Appendix V). 

Training Materials - The Academy has numerous and professionally prepared performance 
based training materials in various media. KPMG Barents has provided the Academy with 
numerous western style training courses that consist of participant and leader's guides, 
overheads and handouts. Please see (Appendix X). 

Instructors - A group of local instructors is in place and tested in previous Barents courses. 
The instructors have been trained in western style Cumculum Development and Presentation 
and Facilitation Skills. In addition, the Academy now has a standardized process to identify, 
select, notify, train and evaluate instructors (Instructor Identification and Selection Process, 
Instructor Notification Process and Instructor Skills Inventory). Please see (Appendix F, G, 
and H). 

+ Library - An extensive library of finance and banking related titles. Please see (Appendix 
V) . 

+ Money - Financial cushion of $77,332 to cover any short falls in operational cash flows. The 
financial cushion is composed of Founders Equity of $30,996 and Academy Revenues of 
$46,336. However, it should be noted that the Academy Founders did not fully contribute 
the amount of money specified in the Memorandum of Understanding with USAID. 
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+ Marketing Package - An expanded marketing approach is now in place at the Academy. The 
approach stresses course content, instructor capabilities and participant knowledge and skills 
as a result of attending the program. In addition, the Academy is collecting data on their 
participants so that they can define their target audit and design courses to meet their needs. 
Please see (Appendix N). 

+ Program, Instructor and Academy Evaluation - The Academy now has an expanded and 
more targeted approach to measuring and reporting participant reaction module topics, 
instructor abilities and program materials. The evaluation form also collects the importance 
of the topic along with their valuation of the topic addressing their learning needs. They also 
have a more comprehensive method of evaluating instructors. In addition, they have a form 
to evaluate the Academy staff. Please see (Appendix H, Y and Z). 

Internal Support - The Academy Founders will continue oversight and support (Bank of 
Georgia, Intellectbank, TbilCreditBank, TBC Bank, TbilComBank and United Georgian 
Bank). The Founders are the prime provider of participants (52%) and have a vested interest 
in the continuation of the Academy. 

External Support - The Academy has established a support network with the International 
Banking Institute including other banking institutes in the NIS. In addition, they have 
established a relationship with Academy for Educational Development and Financial 
Services Volunteer Corp to provide instructors in 2001. Furthermore, Sibley International 
will provide technical assistance and an agreed upon level of financial support in 2001. 

+ Academy Staff - The Academy staff has received training on how to more efficiently and 
effectively manage the Academy. Two members of the staff and the future Director of the 
Academy attended the TOT Program. This permitted them to have a more complete 
understanding of training activities (design, delivery and evaluation). If time had permitted, 
they would have co-managed the revision of a course. In addition, the staff developed a 
Program Checklists that they used for weekly staff meetings to prepare for the following 
week's training activities. Using these forms, the staff moved from being reactive to 
proactive. Please see (Appendix M). 
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V. Lessons Learned 

As with all projects, KPMG Barents learned some lessons retrospectively. As with a majority of 
banking institutes established by KPMG Barents, the Banking-Finance Academy was established 
and managed by a banker. During the last five months of the project, a Training Consultant that 
specialized in banking and capital markets training was brought on to the project. The Training 
Consultant's core activity was to move the Banking-Finance Academy training infrastructure 
(design, implementation, marketing and evaluation) from informal to formal. Listed below are 
some thoughts on training and this project: 

+ Training Advisory Board - A Training Advisory Board should be established during the first 
three months of the project. The Board's role would be to ensure that all project-generated 
deliverables are appropriate for the Georgian banking community. Specifically, they would 
review and approve all project generated deliverables. Both the Academy Founders staff 
were unable to perform this function. The Founders didn't have time and the Academy staff 
lacked banking expertise. Therefore, a dedicated Training Advisory Board should be 
established to perform the review and approval function. 

+ Training Needs Analysis (TNA) - A formal TNA should be conducted during the first three 
months of the project to determine the current versus future level of competencies 
(knowledge, skills and attitudes) needed for the various key positions within a bank. The 
TNA should be conducted with the support of the Training Advisory Board. 

+ Training Plan - Using the results of the TNA, a formal Training Plan should be created to 
establish the knowledge and skill levels for bank personnel for core banking positions. In 
addition, the Training Plan should include a delineation of courses needed to move from a 
generalist to a specialist in a given field. 

Training of Trainers (TOT) - The TOT program should be conducted during the first six 
months of the project and include Academy staff. This will allow the staff to have a deeper 
understanding of the training process as well as provide them with the essential mechanisms 
to manage the design, delivery and evaluation of Academy training programs. 

+ Staffing - A minimum number of staff should be hired and cross trained to run the day to day 
operations of the Academy. Where possible, a cost benefit analysis should be conducted to 
determine if tasks should be outsourced rather than done in-house. 

Instructors - A standardized process to identify, select, notify, train and coach potential 
instructors should be established early in the project. In addition, formal performance 
standards for instructors should established i d  communicated in writinifrequently to 
maintain quality. 

BARTENTS -..-+ ..,, ,- 23 May 2001 
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+ Marketing - Academy marketing should stress content, instructor qualifications and the 
knowledge and skills the participants will have as a result of attending the program. 

+ Facilities - To keep overhead to a minimum, little to no investment should be made in 
permanent training facilities. Instead, the Academy should rent space as needed to conduct 
courses until they are in a surplus position and can afford permanent facilities. However, this 
approach would be difficult to implement given the brick and mortar mentality in developing 
markets. 

Course Fee - Training should be minimally subsidized from the beginning and the actual 
costs should be communicated to the banks and course participants. The banks, participants, 
Academy staff and Founders were unaware of the true cost training. Sharing this information 
may have fostered stronger commitment that would have manifested itself in many forms and 
help move the Academy more quickly to self-sustainability. 

+ Return on Investment (ROI) -Although difficult to execute, it is essential that the Academy 
be able to prove ROI to their clients and potential clients. Therefore, the Academy needs to 
collect reaction, learning, behavior and results data for all programs. The Academy currently 
collects reaction data. However, the Academy doesn't conduct testing and the Founders 
were reluctant to include testing. Nevertheless, the clients requested testing along with 
providing certificates based on performance during the Industry Assessment. Therefore, 
Academy programs should include written tests. Testing is the best mechanism to verify and 
ensure that learning (knowledge and skill) has occurred. In addition, random follow up 
testing (oral testation) should be conducted three to six months after the course to ensure that 
retention has remained high along with collecting data on changed behavior and results. In 
this way, the Academy staff can truly communicate ROI to current and potential clients. 
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VI. Conclusion 

The four and a half year KPMG Barents Bankers Training engagement in Georgia was 
concluded with the Banking-Finance Academy in control of the Academy Founders and still 
eligible to obtain some level of support through USAID via Sibley International. However, the 
future of the Academy rests firmly on the shoulders of the Founders, Director and staff. They 
alone will make and execute the decisions that will move the Academy to a fully self-sustaining 
Georgian enterprise. To assist them with their efforts, USAID and KF'MG Barents have given 
the Academy intellectual capital in the form of courses, equipment, furniture and a library. Most 
importantly, they have a financial cushion of $77,332 to sustain them as they find ways to 
increase their revenues and reduce their expenses. In addition, they can apply for donor funding 
to cover their fixed expenses from Sibley International. They can also seek USAID funded 
expatriate instructors from Financial Service Volunteer Corp and the Academy for Educational 
Development. Therefore, they are well positioned to create a self-sustaining enterprise. 

The next and most important step will be for the Academy to expand their cuniculum and offer 
training to the broader financial services community. This might include courses on insurance, 
accounting, real estate and capital markets. Some progress was made to establish a relationship 
between the banking and capital market community prior to the close of the project. Although a 
formal agreement was not established, the key players respect each other and over time will find 
an informal way to work with each other for the betterment of the financial services community. 

Clearly, USAID and Barents have made meaningful and profound contributions in the 
transitional phase of reform of the financial sector in Georgia. As a result of this project, 79 
courses were delivered and 1,685 Georgians received training on a wide variety of banking 
topics. Most importantly, a cadre of Georgian trainers have the knowledge and skills to design, 
implement, market and evaluate performance based training. At some point, Georgia will 
require additional technical support as laws and technology change and consumers create a 
demand for new financial services and instruments. KPMG Barents is well positioned to assist 
in this undertaking given their long and varied project experience in Georgia (banking, capital 
markets and fiscal reform). KF'MG Barents would welcome the opportunity to work again with 
USAID and the Banking-Finance Academy Founders should the opportunity arise. 

In closing, we wish the Banking-Finance Academy Founders, Director and staff well in their 
future ventures. 

May 2001 
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Appendix 

Statement of Work (September 1, 1998 - August 3 1, 1999) 
Memorandum of UnderstandingKJSAID & Consortium of Banks (April 14, 1998) 
Banking-Finance Academy of Georgia Charter (November 10,1998) 
Statement of Work (September 1, 1999 - December 3 1,2000) 
Banking-Finance Academy Summary Report 
Instructor Identification and Selection Process Forms 
Instructor Notification Process Forms 
Instructor Skills Inventory 
Test Development Instructions 
Course Development Templates 
Summary of Instructor Capabilities and Expertise (December 11,2000) 
Training Plan, Budget and Workplan (Drafts) 
Program Checklists 
Marketing Package and Data Collection Forms 
Human Resources Policies Manual 
TACIS International Workshop Reports (Kiev and St. Petersburg Meetings) 
Memorandum of Understanding Memorandum dated December 28,2000 
Bankworld Inc. Agreement (Booz - Allen & Hamilton) 
Strategic Options 
Diagnostic Report 
Industry Assessment Report 
Project Closeout Papenvork 
International Accounting Standards Training Session Reports 
Banking-Finance Academy Course Outlines 
Course Evaluation Form 
Banking-Finance Academy Evaluation Form 
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XFTICLE I - TITLE 

ARTICLE I1 - P R O G M  S m Y / B A C K G R O U N D  - 
USAID has been active in assistizg t5e Xe;x3lics in the NIS to :.ow 
to a free economy since 1992. T;:e consecs:s am0r.g intenatior.al 

- ,  donors and economic experts is that rrr.a=ckl system constrainzs are 
the most serious factors deterring adoptic:- of capitalism and t?.e 
free market system in the NIS. The bankir.; systems and institczions 
in existence prior to 1993 were inadequate zo support the zeeds of 
nodern market economies in the region. C:rsrc;uentiy, the public 2zd 
private financial ixfrastructure of the X i  aeeded to be 
restructured. An important element of see? restructuring is the 
education and retraining of staff to chazcs the manner.and method of 
their institutions' operations so that ttc: can be effective ozCtr a 
"new" and poorly understood ecocomic sysis. 

To provide assistance to the NIS, USAID crebted the NIS Task Force 
(NIS/TF) in 1992 which subsequently merge< with the Eastern Eurcgean 
Task Force to form the EN1 Bureau in 1994. In pursuit of its 
financial sector objectives, the NIS/TF exscuted initiatives to help 
restructure financial, fiscal and other ec::omic institutions 
throughout the NIS. Inherited state socielist entities must be 
modified to make them compatible with, an6 hospitable to, the new 
system. The specific technical focus of zhse activities vary, but 
their long term success will depend on t k  availability of host 
country nationals who understand the respecrive basic financial, 
fiscal and economic principles on which frte market capitalism is 
based. 

The specific plans to achieve these broad objectives has been eefined 
and tailored in terms of NIS host country, timing, and NIS 
counterparts. However, even before these slans were fully developed, 
the identification and delivery of essentiel training services to NIS 
counterparts was launched to help speed azl enhance the effectiveness 
of the financial sector programs. This trrining continues to allow 
NIS counterparts to obtain the maximum be:e?it from the specialized 
technical assistance provided through relczsd privatization and 
economic restructuring programs, and proviles greater assurance of 
institutional development than could other4,iise be expected. Thus it 
remains critical to continue training acti-:ities under this contract 
to support banking and related post-privezization activities still at 
an early stage of development in A-rmenia, C-eorgia and Azerbaijan. 
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- ,  as?ro:cizately twelve aoriths s:arzi-g c n  :?e effective daze c r  z : s  
- . .  Task Order through Augcs: 31, 1393, to 9erz.i~ the delivery of a r u - -  

1998-99 academic year in Araenia, Georgia and Azerbaijan. ?he 
co~tractor will be eqected to nobiliz- rasldly in ox?er to begin =he 
zew acadelr.ic year. in early Septelrber 1998. 

ARTICLE IV - STATEMENT OF OBJECTIVES 
A. This task order is consistent with and directly supportive of 
aureau Strategic Objective 1.4: to develop a competitive, market- 
responsive private financial sector. It also supports EN1 Strategic 
Objective 1.3: accelerated development and growth of private 
en~erprises (which are the primary beneficiaries of improved 
financial services and credit availability). 

B. Banking and Private Finance Sector Education and Retraining 
Services 

The contractor shall provide a range of basic, more advanced, and 
technical training activities for commercial bankers, central 
bankers, and private financial sector professionals. 

(1 
. . ralnrno Clientele and General ADD~o~& - Professional financial 

sector training is required for three general types of host country 
nationals: (a) entity owners and top level executives, (b) managers 
and supervisors, and (c) operating level technicians and staff. Each 
type of trainee requires somewhat different knowledge about the 
theory and operation of free market banking and financial system. 
The delivery of specific training services will be effected after the 
contractor has provided a detailed plan which will identify proposed 
participants and the training program structure. 

At the executive level, the.enphasis will be on conveying a strategic 
sense of the market opportunities, methods for managing financial 
risk, and an understanding of the range of courses available for 
their staffs. Managers and supervisors will receive a mix of 
academic training, professional and technical skills up-grading, and 
on-the-job follow-up consultation. Training for technicians and 
operational staff shall concentrate on professional skills upgrading. 
The academic portion of this training program will cover only the 
basics of the free market system and its relationship to the 
trainee's specific skill area. This training shall be done in the 
host country. The contractor's instructors will be primarily 
experienced banking practitioners. 

( 2  ) Zc&umo Prooram Content 
. . - The contractor will be required to 

design, prepare, and implement several types of training activities 
for NIS banking and private finance sector professionals as 



- O?,-tke-job follo~~-c~ cons~ltazion in the host country; - 

- professional, te~3~ical and ogerational skills training. 
d 

( 3 )  Illustrative Core Curricnlcn - Actual training courses will be 
dete-mined by the evexs which generate their need, i.e., by 
conditions in host i:scitutions wnere USAID-financed technical 

d assistance is being provided. The contractor will coordinate with 
other donors and otter USAID ~raztee/contractors on course desi~ns as 
appropriate. Meeds il the institutions where programs'have been 

s3 5 1 1  operational to date raFlect ~0--3wing illustraiive list: 

ACCOUNTING 
Accounting for Bankers 
International ~ccounci~g Standards (IAS) 
Internal Audit 
NIS Enterprise Accomting 
NIS Bank Accounting 

CREDIT 
Credit I 
Credit I1 
Credit I11 
Credit Management System 
Mortgage/Real Estate Finance 
Interbank Credit Pnalysis 
Letters of Credit and Trade Finance 
Financial Institutions Analysis 
Bank Supervision 
SME Finance 
Problem Loan Management 
Construction Lending 
Consumer LendingPinance 

aii 
RISK M A N A m  
Advanced Payment Systems 
Anti-Money Laundering 
Asset/Liability Management I 
Asset/Liability Management I1 
Bank Fraud 
Capital Markets I 
Capital Markets I1 
Capital Markets Equity/Stock Market 

d 
4 
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;3=>5=3=2 ?1"3?.Ce - :orsign Exchange - -xtarnational-Trade. Ficance 
International Payment Systems 
Investment Banking 
?ro j ec t Finance 
Risk management' 
Treasu-ry Risk Mana~ement 

MARKET COMPETITION 
Branch Management 
Sank Xarketing 
Bank Card 
3ank Executive International 
Banking Teminology 
Customer Service 
Executive Roundtable 
Finance Management 
Human Resources Kanagement 
International Banki~g 
Legal and Regulatory Environment 
Privatization 
Strategic Planning 
Strategic Competitive Advantage 
Training of Trainers 

C. Institutioaal Development 

To the extent possible, training cctivities will be implemented 
cooperatively through host country training entities, as distinct 
from the trainee's participating institution. Thus, the contractor 
will be effecting institutional development during the process of 
providing professional training. An important measure of the 
contractor's success will be the extent to which host country 
training entities are strengthened as a result of the USAID-financed 
training program toward a long term objective of self-sustainability. 
The training should be of such value that both private and public 
sector participants will be willing (and required) to pay in local 
currency to cover at least the local costs of available courses. 

Development of such institutions will provide host country bases from 
which to conduct training and carry out associated administrative 
requirements, including the provision of training programs to more 
remote host country field locations through traveling seminars, etc. 
There are also other benefits to be obtained from developing such 
institutions: 

- It should prove to be cost effective by leveraging the expense of 
establishing a field operations center for the U.S. training program 
contractor compared to provision of the same training in the U.S. 



- - .. - -  skccll ?.el> assure that a cagabili:y zo 2rovLle Ei-azcial 
sector trainiiig sefvices will recaiz folloving the termination cf 
U S A 1 3  financing to neet .&hat is likely to be an alzost izfinitely 
coriti?.uir.g market requirement. - 
- It can provide a forum thrsu~h which to rally scpport for a raqe 
of private professional associations, e.g., accountants and auditors, 
economists, etc., who desire to establish professional acd ethicai 
standards for their profession. 

ARTICLE V - TASXS/WORK REQUIREMENTS 
This project focuses on supporting the conticued institutional 
development of the two banker training centers established and 
financed primarily by USAID in Armenia and Georgia, and the continued 
provision of commercial banker training courses as listed in Section 
IV.B.3 above in both countries as well as in Azerbaijan. In addition 
to conducting courses in Baku, Azerbaijan, the contractor shoula also 
plan to assess the feasibility of establishing a local banker 
training center in Azerbaijan, while recognizing that USAID may 
decide during the contract period to delay, cancel or proceed with 
this additional institutional development component of the program in 
that country pending further review and subject to availability of 
funds . 
Specific sub-activities and related benchmarks are listed in the 
following section by country since each training center is at a 
somewhat different stage of development as are the respective banking 
systems in which they are operating. 

However, one key element that will serve all three countries is the 
development of six instructionzlly designed and cont=xtualized 
courses, included related materials, to add to those already 
completed by the incumbent contractor since 1993, and the expansion 
of the multi-media reference libraries in each training center. This 
work may be developed and coordinated in the U.S. by the contractor 
and may require specialized expertise beyond normal administrative 
support in this country. 

ARTICLE VI RESULTS /BENCHMARKS 

The contractor understands and agrees that achievement of the 
Tangible Results and Benchmarks are the essence of the task order and 
that USAID will judge the contractor's success (or lack thereof) in 
the task order based upon whether or not the Tangible Results and 
Benchmarks are achieved. In the event that any one or more of the 
Tangible Results or Benchmarks are not achieved or should the 
contractor at any time realize that they are not achievable, then the 
contractor shall immediately advise the CTO in writing and in the 
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. . ?he f ollowirig- tazgible results ax? 3er.c?-zarks w i l l  5e acccxp-ss.?~;, 
duzing the task order period. 

A. ARMENIA - 
1. There will be a total of a: least 100 Azzenian bankers trai-ed i- - 

western banking practices acd standards during the September 1953 
through January 1999 semester (an average of one course per mon:.? 

trarning an eriditional 200 Armenia2 bankers. Eowever, USAID res--ves 
the right, based on an overaii evaluation of Lne trzst semester, :o 

\ either terminate, maintain, or accelerate the level of banker training in Armenia. 

2. Four to six future trainers will be identified and given two full 
weeks of "Train the Trainer" courses and additional "on the job" 
teaching experience during the first semester. 

3. The Resident Advisor will acivise and train his/her local 
counterpart in managing and administering the Bankers Training 
Institute including the provision of assistance in the strategic 
planning process for the future of the self-sustaining training 
center. 

4 .  A process for developing a working agreement between the American 
University of Armenia and the Bank Training Institute will be 
initiated based on areas of mutual interest including the possible 
identificationand training of future banker trainers. 

5 .  The contractor will provide assistance in the self-training use 
of Computer Based Training (CBT) software. 

B. GEORGIA 

I. There will be a total of 400 Georgian bankers trained in western 
banking practices and standards. 

2. During the period 20 courses will be conducted including 
follow-on weeks of in-bank consulting as appropriate. This will 
include advanced courses of previous topics, and the presentation to 
new participants of several courses previously offered. 

3 .  Four to six future trainers will be identified and given two full 
weeks of "Train the Trainer" courses and additional "on the job" 
teaching experience during the 1998-99 academic year. 

4. The Resident Advisor will advise and train his/her local 



5 .  The contractor will provide assistence i? tke self-tzaizizg cie 
of Conputer Based Trainizg (C3T) software. - 
C . AZERBAIJAN 

During the task order period, the contractor will complete the 
following. 

1. Deliver eight banker training courses taught by expatriate 
instructors to 200 Azerbaijaz arivate sector cormercial bankers in 
3aku. The contractor will only be able to work with private banks 
due to Section 907 of the Freedom Support Act. 

2. Undertake an appropriate assessment of the feasibility of 
establishing alocal banker training center in Baku including a 
review of the staffing, institutional development, equipment and 
library requirements and related cost estimates. Also assess the 
feasibility of continuing to conduct, the training courses in rented 
classroom space supported by the resident advisor based in Tbilisi. 

ARTICLE VII TRAINING (See previous sections.) 

With respect to participant training, that is training of any foreign 
national outside of his or her country, using AID funds, the 
contractor shall follow the policies established in Chapter 253 of 
the AID Automated Directive System (ADS) - *Training for Development 
Impact". (See also AIDAR clauses 752.7018 and 752.7019 referenced in 
Section 1.1 of the Contract) 

VIII. ESTIMATED LEVEL OF EFFOm 

- The total U . S .  expatriate level of effort to be 
provided hereunder is 1,409 days as shown below: - 
Expatriates: 

Project Manager I .................................. 
Financial Analyst IV . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Commercial Banker I . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Total Expatriates: . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Local Staff: (TCN/CCN) 



"oca i  Labor . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  4.ii7 
The labor category and level for all advisors ncst be proposed :g 2-5 

approved by the Contracting Officer. Within t:le total nunber of 
aerson days, tke CTO may adjust the ncnber of days worked by any of 
approved advisors. Any increase in the total r.~zber of person days 
must be approved by the Contracting Officer. 

Notwithstanding para. 3.b of provision F.3 of the contract, the CTO 
may approve an extension of not to exceed 60 days provided that tke 
extension does not involve any new work or any increase in the 
ceiling price of the task order. 

The total TCS/CCN level of effort to be provided hereunder is 2,718 
person days. Subject to the approval of the CTO, the contractor may 
increase the level of effort by 25 percent provided that this does 
not cause an increase in the total estimated cost of this tasks 
order. Any increase in excess of 25 percent must be approved by the 
Contracting Officer. 

IX. SPECIS INSTRUCTIONS 

A. Duty Post: This work will be performed primarily in Armenia, 
Georgia and Azerbaijan supported by the contractor in the Washington, 
3.C. area with respect to special curriculum development and multi- 
media library projects. 

B. Language requiremants and other requirad qualifications: 
Proficiency in a language other that English is not required for 
expatriate consultants. Proficiency in English is highly desirable 
for local hires who must have proficiency in the respeccive local 
languages. 

C. Access to classified information: The contractor will not have 
access to any U.S. Government classified material. 

D. Logistical supportr The contractor is responsible for providing 
all logistical support. 

E. Workweek: [Resident advisors = 5 days/week; STTAlinstmctors up 
to 26 dayshonth when overseas. ] 

F. Travel: All contractor travel to Armenia, Georgia and 
Azerbaijan requires prior country clearance from the respective USAID 
Xissions. 



1. CTO : Catherine Toth, KNI/PEWC!4J 
USAID/Washington 
ERE 2.06-048 
1202) 712-5351 

2. Activity Managers - Alonzo Pulgham, USAID/Tbilisi 
Michael Greene, USAID/Yerevan 

X. REPORTING FZQUIREMENTS 

Copies of each report should be sent to the respective USAID Mission 
contacts listed above, and to the CTO, Catherine Toth'in ENI/PE?./CXa, 
R95, Room 2.06-048, Washington, D.C. 20523. 

The following reports are required under this Task Order: 

1. All resident advisor staff will submit brief monthly reports 
assessing progress made on each of the tasks and benchmarks 
(contained in sections V and VI above) to the Project Director within 
five business days after the end of the month. 

2. The Project Director will submit quarterly performance reports 
which can be a summary of the monthly status reports focusing in 
progress measured against tasks, benchmarks and tangible results. 
The Project Director's summary quarterly report, due with 30 days of 
the end of the quarter, will also discuss interaction with 
counterparts and any necessary adjustments to the current workplans 
and timelines. 

3. A detailed completion report is required within 30 days of the 
end of the task order from the Project Director. This report will 
include an estimate of the impact of this NIS Banker Training Program 
in Armenia, Georgia and Azerbaijan. 

XI. COUNTRY/COUNTERPART CONCURRENCE/CLEARANCES 

The counterparts for this program are respectively the Central Bank 
of Armenia, the National Bank of Georgia, and the Bankers Association 
of Azerbaijan. Resumes of all expatriate staff are sent to the 
respective USAID Missions through the Technical Coordinator in USAID 
ENI/BER for concurrence and Mission approval as are all country 
clearance requests. 

XII. CEILING PRICE 



. 
Labor - U.S. Expatriates 
Labor - TCNs/CCNs 
Subtotal Labor 51,724,809 

Total Other Direct Costs S 976.351 

TOTAL TASK ORDER AMOUNT $2,701,160 

The Contractor shall be held accountable to the summary budget above. 
The Contractor may adjust summary line items by up to 15% (without 
formal notification and written approval by the CTO) provided that 
neither the ceiling amount of the task order nor the US expatriate 
Level of Effort, (as defined on the task order's face sheet), are 
exceeded. Formal approval and modification by the USAID Contracting 
Officer are required to effect these changes. 
The amount of funds obligated is $2,253,599. Subject to their 
availability and allocation to this task order, USAID intends to 
obligate additional funds to complete the funding of this task order 
as set forth in FAR Clause 52.232-22 "Limitation of Funds. (APR 1984)" 
which is incorporated herein by reference. In the event that full 
funding of this task order is not completed, the responsibilities of 
the parties hereto with respect to performance and reimbursement are 
explained in that clause. 

Final approval/execution of this task order serves as authorization 
for initial travel of all expatriates named in the task order budget. 
It does not, however, provide approval for positions where 
individuals are yet to be determined (TBD). These individuals will 
require CTO and USAID Contracting Officer approval prior to 
deployment. 

All other terms and conditions remain unchanged. 



Appendix B 



MEXOIULNDUM OF UNDERSTANDING 
between 

TBE UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT 
and 

A CONSORTIUM OF COMMERCIAL BANKS 

ARTICLE 1. PURPOSE 

1.1 The United States Agency for International Development 
(USAID), and a consortium of Commercial Banks (Consortium), wish 
to cooperate in a mutual effort to constribute in development of 
structurally sound and stable banking system that will enhance 
Georgia's efforts to develop a free market economy. 

1.2 USAID wishes to furnish and the Consortium wishes to receive, 
assistance and training to establish and develop a Banking-Finance 
Academy of Georgia (the Academy). This Academy will be dedicated to 
the dissemination of state-of-the-art bar?).ing tools and techniques, 
professional banking knowledge and ethics, and, ultimately, the 
application of these banking principles to the Georgian banking. 
sector. In order to facilitate establishment of the Academy, USAID, 
and the Consortium have come to the following agreement: 

1.3 The principal objective in establishing and operating the 
Academy is the implementation of educational programs in banking 
for the employees of banks of Georgia. The Bankers' Training 
Program will respond to the training and educational requirements 
of the banks of Georgia. It will help develop a cadre of bankers 
trained in the principles of western commercial banking, which will 
give them the tools and techniques to facilitate the adoption of 
western banking Standards and practices. Through the Academy's 
programs, commercial banks will work towards the adoption of 
international banking system standards and become active and 
competitive players in the international banking system. 

1.4 The parties to this Memorandum agee that implementation of 
the establishment of the Academy will proceed in a coordinated 
manner and that all appropriate and pertinent information will be 
shared among the parties. 



ARTICLE 2. UNDERTAKINGS OF THE PARTIES 

2.1 The founders of the Academy are the members of Consortium: 
The Joint Stock Commercial Bank "Intellectbank", 
The Joint Stock Commercial Bank "TBC-bank". 
The Joint Stock Commercial Bank "~bilcrediib~k", and 
The Joint Stock Commercial Bank "TbilcomSank". 

2.2 In order to facilitate the development of :he Academy, USAID, 
subject to the availability of funds authorized by :he United 
States Congress and subject to satisfactory progress according to 
this Memorandum of Understanding (MOW), plans to make available the 
following assistance: the Bankers' Training Program scaff and :he 
Resident Bank Advisor, bank lecturers, and equipment for the 
Academy, including computers, furniture, reference materials, 
lecture materials and supplies. Pending USAID's approval consistent 
with the goal of the Academy's continuity, the USAID-funded 
Resident Bank Advisor will also provide "Train the Trainer" courses 
for the Bankers' Training Program, focusing on. the training of 
Georgian bankers who would continue the specialized training and 
education of Georgian bankers. All furniture and equipment will be 
available for donation to the Academy, upon USAID decision. (See 
Attachment 11) . 
2.3 In the event USAID furnishes the assistance described above. 
the Consortium shall provide satisfactory contiguous space for two 
classrooms, a reference library and offices, with heat and 
electricity, for the staff of the Bankers' Training Program. 

2.4 In the event USAID furnishes the assistance described above. 
the Consortium agrees to contribute $36,000 in equity capital for 
five years. The total equity capital contribution at the end of 5 
years will be $180,000. 

2.5 The Consortium and USAID agree that the National Bank Of 
Georgia may becam a founder of the Academy. The National bank of 
Georgia may contribute an advance lump sum payment of $120,000. 
This amount contributed will not exceed 40% of the equity capital 
of the Association fund. This offer expires on 31 August 1998. The 
offer may be extended or amended by the Consortium. 

ARTICLE 3. MRNAGEKENT OF THE ACADEMY 

3.1 A Board of Directors will be established that will have 
overall responsibility for the administration of the Academy and 
ensure that the long-term strategic planning goals of the Academy 
are achieved. USAID'S implementing contractor's representative will 
attend the Board meetings as non-voting observer. (Refer to 



Attachment I11 for details on representation of the role of 
commercial banks). 

3.2 The Academy will be managed and operated by USAID's 
implementing contractor's staff, which includes 'the current 
Director, along with existing translators and other office support 
staff. During the period of USAID'S funding, the Director of the 
Academy will make the decision to hire additional staff as needed 
in order to carry out the work of the Bankers' Training Program. 
The Director of the Academy will be supported by the implementing 
contractor's Resident Advisor and receive needed guidance on 
management issues. The current Academy staff will be responsible 
for implementing the Bankers' Training Program described herein. 
After USAID's funding ends, the Board of Directors will decide and 
vote on continuation of existing staff to manage the Center in the 
future . 

3.3 During the period of USAID funding, the Academy will be a non- 
entrepreneurial, non-profit, tax-exempt if allowable by Georgian 
law, educational organization that will provide -bankers training. 
The Academy will be registered as a Georgian organization. The 
Academy will be obligated to submit a letter to the Registration 
Department of the Court, outlining the goals and activities of the 
Academy in order to be registered in compliance with the newly- 
enacted civil and tax codes. The future status of the Academy, when 
USAID funding ceases, will be determined by the Academy's Board of 
Directors. 

3.4 The Resident Advisor of USAID's implementing contractor and 
the Director will be responsible for the management of the USAID 
assistance in support of the Academy's activities. The contractor's 
Resident Advisor will be responsible for the management of USAID's 
funds, as contracted, in support of the Academy's activities. The 
Director will be responsible for the management of local funds 
derived from course fees and other income generating activicies of 
the Academy to cover local training-related expenses. 

ARTICLE 4. FINAL STATEEIENT 

4.1 During the life of this Agreement, the Academy will begin to 
implement plans to facilitate the continuation of its operations as 
a Self-sustaining independent entity (after the termination of 
USAID'S funding on August 31. 1998). If USAID funding will .be 
available for continuation of the Academy's operations after August 
31. 1998, and USAID is satisfied with progress under the terms of 
the MOW, then this agreement will remain in effect until such 
funding ceases. Pending satisfaction of the provisions under this 



.. 
MOU by all parties, it is USAID'S intention to transfer the Title 
on USAID-procured property, provided under this MOU, to the 
Academy. 

In witness whereof, the Parties, each acting through their duly 
authorized representatives, have caused this MOU to be signed 
in their names and delivered on this 14th day of April, 1998. 

c (see following page) 
Diana 
Deputy Regional Director 
United States Agency for 
International Development 
Caucasus/Tbilisi 

Date 

Consortium of Comercial Banks 



Mamuka Machavariani 
Chainnan, Board of Directors 
Tbilcombank 

Date 

IW>.38 

Date Vakhtang Butskhrikidze 
Chairman, Board of Directors 
TBC-Bank 

Date Tedo Jorjoliani 
Chairman, Board of Directors 
Tbilcreditbank 

.4 General Director vadze 

Intellectbank 

Date 



ATTAClIMENT I. STANDARD PROVISIONS 

Section 1. Relation to the framework Agreement Between the 
Government of the United States of America and the Government cf 
Georgia Regarding cooperation to Facilitate Humanitarian and 
Techical Economic Assistance dated July 31, 1992. 

All assistance furnished by USAID, pursuant to this M O W ,  is 
considered United States assistance within the scope of the 
Agreement between the United States of America and the Government 
of Georgia and is subject to the te-7ns and conditiocs of :ha: 
agreement, including provisions relating to exemptions from taxes 
and customs duties exemptions for USAID and its contractors. 

Section 2. Third Party Instruments and Availability of Funds 

in order to provide the assistance described above, USAID may enter 
into such contracts and other instruments with public and private 
parties as USAID deems appropriate. All undertakings of the U.S. 
Government pursuant to this MOU are ,,subject to the availability of 
funds and to further agreement between USAID and such public and 
private parties, regarding the provision of in-kind assistance. 
This MOU is not intended to effect an obligation of funds by USAID. 

Section 3. Compliance with U.S. and Georgian Law and Regulations 

USAID shall obligate, connnit and expend funds and carry out 
operations pursuant to this MOU only in accordance with the 
applicable laws and regulations of the United States. The 
Consortium shall fulfill its obligations and carry out operations 
under this MOU only in accordance with the applicable laws and 
regulations of Georgia. 

Section 4 .  Title to and Use of Property 

Unless otherwise directed by USAID, title to all property furnished 
by USAID shall be in the Academy. Any property furnished by USAID 
and titled to the Academy shall be used effectively for the 
assistance purpose described above and, upon completion of che 
assistance, shall be used so as to further the objectives of the 
assistance. If property furnished by USAiD and titled to the 
Academy is used for purposes other than those agreed upon by the 
Parties, under circumstances which could reasonably have been 
prevented by appropriated action of the Academy, the Center shall 
upon USAID's request return such property or refund che amount 
Cisbursed for such property in US dollars. 



Section 5 .  Records, Audit and Inspection 

The Center shall maintain or cause to be maintained, as appropriate 
records relating to the assistance adequate to show use and receipt 
of assistance furnished pursuant to this MOW. 

Section 6. Exchange Rate 

If funds are introduced into Georgia by USAID or any private or 
public agency for the purpose of carrying out commitments of USAID 
hereunder, the NBG shall make such arrangements as may be necessary 
so that such funds shall be convertible into the currency of 
Georgia at the market rate which, at the time the conversion is 
made, is not unlawful in' Georgia. 

Section 7. Publicity 

The Academy will give appropriate publicity to the assistance, in 
consultation with USAID, as a program to which the U.S. Government 
has contributed. 

Section 8. Information and Implementation Letters 

USAID, the Consortium shall provide each other with such 
information as may be needed to facilitate provision of the 
assistance and to evaluate the effectiveness of this assistance. In 
addition, USAID may from time to time issue implementation letters 
to provide additional information on matters discussed in this MOW. 
The Parties may also use jointly agreed lerters to confirm their 
mutual understandings with respect to implementation of this MOW. 
Implementation letters shall not be used to amend the text of the 
MOW. 

Section 9. Authorized Representatives 

The Parties shall be represented by those holding or acting in the 
offices held by the signatories to this MOW. Each Party may, by 
written notice, to the other, identify additional representatives 
authorized to represent that Party for all purposes other than 
executing formal amendments to this MOV. Each Party shall notify 
the other, in writing, of changes in its authorized 
representatives. 

Section 10. Amendment and Modification 

This MOW may be amended or modified by written agreement of the 
Parties. 



Section 11. Suspension and Termination: 

Suspension. In the event: 

The Consortium fails to comply with any provision of this MOW; 
USAID determines that an extraordinary situation has occurred which 
makes it improbable either that the purpose of the MOW will be 
attained or that the Consortium will be able to comply with the 
provisions of the MOU; or, 
USAID determines that continuation of assistance would result in a 
violation of U.S. laws or regulations, USAID may, at its option, 
take steps to suspend, in whole or in part, provision of assistance 
under this MOW and provide written notice of its actions to the 
Consortium . In the event of partial suspension, such notice shall 
specify affected activities. If, after sixty (60) days from the 
date of such notice, USAID determines that the cause or causes for 
suspension have not been corrected, USAID may terminate assistance 
and provide written notice of its actions to the consortium. 

Termination. 

Either Party nay terminate this MOU, in whole or in part, by giving 
the other Party thirty (30) days written notice. In the event Of 
partial termination, such notice shall specify affected activities. 
Termination of this MOW will terminate any responsibilities of 
parties to provide financial or other resources for this activity, 
except for payments which they are committed to make pursuant to 
noncancellable commitments entered into with third parties prior KO 
termination of this MOW. Obligations of the Academy set forth in 
Section 2.2 above relating to use of property furnished under this 
MOU shall remain in force after termination. 

Section 12. Assignment 

The Consortium agrees, upon request, to execute as assignment to 
USAID of any cause of action which may accrue to the ~ommercial 
Banks in connection with or arising out of the contractual 
performance by a party to a direct U.S. dollar contract with USAID 
financed by USAID in connection with this MOU. 

Section 13. Nonwaiver of Remedies 

No delay in exercising any right or remedy accruing to a party in 
connection with this MOU will be construed as a waiver of Such 
right or remedy. 



Section 14. Language 

This MOU is prepared in both English and Georgian. In the event of 
ambiguity or conflict between the two versions, the English 
language version will control. 

Effective Date: This MOU shall be effective on the date of siping 
by all Parties. 



.. 
ATTACXENT 11. ROLE OF USAID'S IMPLEMENTING CONTRACTOR 

Based on the principles of this MOU: 

USAID'S implementing contractor will provide bank lecturers to 
deliver the banking and finance courses, inclusive of all expenses. 
within the Bankers' Training Program. 

The USAID'S implementing contractor's Resident Advisor will provide 
"Train the Trainer" courses for the Bankers' Training program, 
focusing on the training of Georgian bankers who will continue 
specialized training and education of Georgian bankers. 

The Resident Bar+ Advisor and Academy staff will ensure that the 
USAID's implementing contractor's lecturers are sufficiently 
knowledgeable about the current Georgian banking environment, (i.e. 
recent NBG regulations and guidelines, adoption of new prudential 
ratios and policies, etc.,) and incorporate these aspects into the 
lecture materials. 

Lecture materials for the Bankers' Training Program will be printed 
in English, the language of international banking and finance, and 
Russian, to facilitate comprehension. Within the framework of the 
USAID Bankers Training Program, the lectures will be in English 
with consecutive Georgian translation. 

At the conclusion of each course, the participants will evaluate 
the quality of the course, including factors such as: quality of 
course materials, effectiveness of the instructor, quality of 
materials, practical application of materials, etc. The Academy 
staff and Resident Bank Advisor will ensure that improvements will 
be made to the curriculum and methodology. 

Those Georgian bankers who successfully meet a course's 
requirements will receive certificates, attesting to their 
completion of the course. 

Following the completion of each course, the USAIDrs implementing 
contractor's bank lecturers will provide in-bank advisory 
assistance for an additional week, on an ad hoc basis, to those 
banks requesting such assistance. 

The USAID'S implementing contractor: will establish a reference 
library which will be located within the Academy. The implementing 
contractor's staff in coordination wifh the NBG and the CoImIerCial 
Banks will determine the needs of this reference library and the 
implementing contractor will purchase books, periodicals and other 
library supplies. 
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ATPACBMENT 111. ROLE OF TEE COMHERCIAL BANKS 

The Consortium of Commercial Banks is defined as those commercial 
banks who have signed this Memorandum of Understanding, and thereby 
agree to its tern and conditions. The Consortium is not an 
association, foundation, organization, group or any type of 
financial or banking body, formal or informal, that purports to 
represent the interests of any and all commercial banks in Georgia. 

The Consortium of Commercial banks will obtain satisfactory space 
for use by the Georgian Banking-Finance Academy. 

The Consortium of Commercial Banks will donate as equity capital 
$36,000 per year for five years. 

The Consortium of Commercial Banks will establish, an association 
that is independent, non-government, non-profit, tax exempt if 
allowable by law, educational organization. 
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"Banking-Finance Academy of Georgia"Association 
Charter 

l.Genera1 Statement 

1.1. "Banking-Finance Academy of Georgia" (herein "the Association") is created within 
the scope of the Georgian Civil Code and conducts its activities according to the 
current Georgian law, the Civil Code and the Association Charter. 

1.2. The name of the Association is: "Banking-Finance Academy of Georgia". 
1.3. Entrepreneurial activities that serve the main purpose do not modify the status of the 

Association as of a non-entrepreneurial legal entity. Income generated from these 
activities is not distributed among the Association members. 

1.4. The Association becomes a legal entity immediately after a legal registration 
procedure. It has separate balance account, assets and bank accounts in Georgian and 
in foreign banking mstitutions. 

1.5. The association is authorized to make agreements, acquire assets, take on 
responsibilities, and appear in Court. 

1.6. The Association has a round stamp, emblem, letterhead and all necessary attributes. 
1.7. The address ofthe Association is: D. Agmashenebeli Ave.123, Tbilisi. 

2. Puroose and Objectives of the Association 

2.1. The purpose of the Association is to create through a joint effort an effective training 
institution for Georgian bankers that will contribute to establishment of a structurally 
stable banking system to assist Georgia in developing free economic market 
environment. 

2.2. Objectives of the Association: 
- to disseminate state-of-the-art banking tools and techniques, professional 

banking knowledge and ethics, and ultimately, to apply these banking principles 
to the Georgian banking sector; 

- to design a training program for the employees of the National Bank of Georgia 
and Commercial Banks. The training program will be designed based on the 
needs of the National Bank and the Commercial Banks; 

- to develop a cadre of bankers trained in the principles of western commercial 
banking, which will give them the tools and techniques to facilitate the adoption 
of western banking standards and practices; 

- to implement international banking standards into Georgian banking sector to 
help them become competitive participants in the international banking 
community; 

- to coordinate the activities of the Association and d i s ~ b u t e  information among 
the Georgian banks; 

- The Association conducts other activities related to training bankers. 

3. Founders and Members of the Association 
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3.1. The founders of the Association are: 
The Joint Stock Commercial Bank "Intellectbank"; registered in August 7, 1995, 
at Tbilisi Didube District Court Regulation N 215-5. ~ e ~ r e s e n i e d  by Devi 
Veflchvadze - General Director. 
The Joint Stock Commercial Bank "TBC-bank"; registered in April 11, 1997, at 
Tbilisi Vake District Court Regulation N 5/5-20. Represented by Vakhtang 
Butskhrikidze - General Director. 
The Joint Stock Commercial bank "Tbilcreditbank"; registered in September 21, 
1995, at Tbilisi Chugureti District Coun Regulation N 0315-9. Represented by 
Svetlana Gueorbelidze - Deputy Manager. 
The Joint Stock Commercial Bank "Tbilcombank"; registered in December 20, 
1995, at Tbilisi Krtsanisi District Court Regulation N 06/5-11. Represented by 
Nino Jgamadze - Deputy Manager. 
The joint Stock Commercial Bank "Bank of Georgia"; registered in November 
29. 1995, at Tbilisi Knsanisi District Court Regulation N 06/5-07. Represented 
by Vladimer Pateishvili - General Director. 
The Joint Stock Commercial Bank "United Georgian Bank", registered in May 
19. 1995, at Tbilisi Chugureti District Court Regulation N 0315-1. Represented 
by Irakli Kovzanadze - General Director. 

4. The Association Member Rights 

4.1. Any commercial bank can become the member of the Association. 
4.2. The Board of Directors determines the membership procedures on the bases of a 

written application. 
4.3. The Association member has the right to terminate the Association membership on 

the bases of a written explanation proving the reason of membership termination. 
4.4. The Association member has the right to: 

- elect and be elected member of the Board and committees; 
- ask for defending hisher rights and legal interests; 
- use the Association information facilities and equipment; 
- participate in the Association activities and in the resolution of all relevant 

issues; 
- receive information concerning the Association activities; 
- raise the issue to alter the membership fee. 

4.5. The Association member is obligated to: 
- take an active part in the achievement of the Association objectives; 
- make timely membership fee payment. In the event of the fee payment default 

during 1 (one) year the membership terminates automatically. 
- propagandize the Association goals and objectives; 
- maintain confidentiality on the Association activities; 

4.6. The Commercial Banks agree: 
- to provide the training space for two classrooms, a reference library and an 

office; 
- to donate at least 60% of fimds for the Association needs; 
- each bank agrees to make payment of 9.000 US dollars annually for 5 (five) 

years; 
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5. The Structure of the .Association 

The supreme body of the Association is the General Meeting of all members which 
is held annually by the Board. Extraordinary meeting is initiated in writing by 113 
(one third) of the members. 
Members of the Association are notified about the meeting in writing two weeks in 
advance or through the Association publication. 
The General Meeting is plenipotentiary if majority of the members is present. The 
mere majority of votes pass the decisions. 
If the members cannot attend the General Meeting, they can vote in writing. In this 

case they have the same right as those present at the meeting; 
- 

5.4. The overall responsibilities of the General Meeting are: 
- amendments and provisional statements to the Charter; 
- election of the Board; 
- approval of the Board annual report; 
- liquidation or reorganization decision of the Association; 

5.5. The executive and management body of the Association between the annual meeting 
period is the Board of Directors. It is responsible for the Association activities and 
provides implementation of the long-term strategic objectives set by the National 
Bank of Georgia and the Commercial Banks. The Board of Directors is elected by 
the General Meeting for the term of 5 (five) years. The office term of the Board is 
extended after its expiry date before the election of the new Board. 

5.6. Sessions of the Board are conducted at least once every 3 (three) months. 
Extraordinary sessions can be conducted at the Chairman's initiative or at the written 
notice of 113 of the Board members. 

5.7. The Board manages the Association and consults the National Bank of Georgia and 
the Commercial Banks for the implementation of the long-term strategic objectives. 

5.8. The Session of the Board is plenipotentiary if not less than 213 of the Board 
members is present. The mere majority of votes pass the decisions. 

5.9. Disputes about interpreting and fulfilling the terms of the Charter, which cannot be 
resolved through mutual negotiation, will be settled in Court. 

5.10. The Association Board member is obliged to compensate for lack of integrity when 
performing duty that results in damage to the Association or a third party. 

5.1 1. The Association Board members' rejection of responsibilities is considered to be 
ineffective. 

5.12. The Association Board member cannot be a member of a board of a similar 
association. If the Board member wants to be a member of a board of a similar 
association helshe needs the consent of the Association Board; such consent is not 
necessary if thm person already was the member of another Board. 

5.13.The Board appoints Chairman, Executive Director and Chief Audit Officer 
5.14.The scope of the Board responsibilities: 

- coordinate strategic activities of the Association; 
- provide General Meeting resolutions; 
- determine membership fees and payment schedule; 
- determine legal status and financial contribution of those banks that are willing 

to become the Association members; 
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- resolve all current issues during the period between the meetings which are not 
within the special responsibility area of the General Meeting; 

5.15.The Chairman coordinates the Board activities and provides execution of its 
resolurions; 

5.16.The Board of the Association consists of seven members elected for four years. 
5.17. The Board members are: 

1. Devi Vepkhvadze 
2. Nino Syamadze 
3. Tamar Pavlenishvili 
4. Svetlana Georbelidze 
5. Vakhtang Butskhrikidze 
6. Vladimer Pateishvili 
7. Irakli Kovzanadze 

5.18.Current activities of the association are coordinated and communicated by the 
Executive Director who represents the Association both countrywide and abroad. 

5.19.The Esecutive Director 
- slyns agreements; 
- assigns power of attorney; 
- conducts negotiations; 
- opens or withdraws accounts with banking institutions; 
- together with the Board supervises the Association assets and funds; 
- signs financial and other documentation; 

5.20.h the event of the Executive Director's absence the Board members will specify a 
person who will temporarily take over the responsibilities of a director. 

5.21.The Audit Committee conducts annual audit of the Association and is accountable to 
the General Meeting. 

6.1. The Association can have in assets premises, equipment, cash and other property 
except for inactive assets. 

6.2. To meet its goals the Association agrees to receive assistance kom donor 
organizations in the form of technical equipment, furniture, reference and lecture 
materials and other supplies. 

6.3. To meet its goals the Association agrees to receive assistance from donor 
organizarions in the form of technical cooperation. 

6.4. The funds of the Association are derived from the financial contribution of the 
founders, the training course fees and other legal income generating activities. 

6.5. The senerated income of the Association should be utilized for the Association 
objectives outlined in the Charter. 

7.1 .The Association can become involved in additional legal entrepreneurial activities. 
7.2.The Association can found enterprises within the active Legislation of Entrepreneurs 
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in Georgia and release publications. 
7.3.The Association fiscal year starts on January 1" and ends on December 31" except 

for the first year which starts immediately after registration and ends on December 
31". 

8. Reoreanization and Termination of the Association 

8.1. The Association is terminated through liquidation or reorganization. 
8.2. The Association is liquidated: 

- in case of bankruptcy, or registration annulment; 
- if the Association undertakes entrepreneurial activities; 
- by the decision of the General Meeting of the members. 

8.3. The Association is liquidated by the Board, but: 
in case of disputes among the Board members liquidation is conducted by 
liquidation supervisors designated by the Court according to the active Legislation. 

8.4. In case of the Association's liquidation all current activities should be finished and 
creditors paid. The Court can transfer the title to the Association property after 
liquidation in the name of the: 
- Association having similar goals and objectives; 
- Charitable organizations; 
- Government. 

8.5.The liquidation process is complete and the activities of the association are terminated 
after the Association is officially removed from the state register book list. 

Founders: 

The Joint Stock Commercial Bank "Intellectbank" D. Vepkhvadze 
The Joint Stock Commercial Bank "TBC-Bank" V. Butskhrikidze 
The Joint Stock Commercial Bank "TbilCreditBank S. Gueorbelidze 
The Joint Stock Commercial Bank "TbilCornBank" N. Jgamadze 
The Joint Stock Commercial Bank "Bank of Georgia" V. Pateishvili 
The Joint Stock Commercial Bank "United Georgian Bank" I. KOvzanadze 

Board Members: 

Devi Vepkhvadze 

Nino Jgamadze 

Tamar Pavlenishvili 

Svetlana Georbelidze 

Vakhtang Butskhrikidze 

Vladimer Pateishvili 

lrakli Kovzanadze 

Banking Finance Academy of Georgia 
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XODIPICATION NO. 1 
TASK OWE8 EPZ-1-06-95-00070-00 

ARTlCLE I TITLE 

GEORGIA BANKJZR TRAINING CENTER 

ARTICLE I1 - PROGRAM SUMMiW.Y/BACKGROUND 

Since 1992 USAID has been active in assisting the Republics in the NIs 
to move to d free market economy. The conxcnwun amonq international 
donors and economic experts is that financi~l system cor~ntrainto are 
among the most serious factors hampering the ePtab:ish~ncrrt or a free 
market system in the region. The b d i n y  system6 and ir~stitutionn in 
existence prior to 1993 were inadequate t.0 support the ncedc of modern 
market economics. Conaequently, the puhlic and pxivaro financial 
infrastniccure of tt.e NIS rieeded to be reecructurad. An jmportant 
element of such a restructuring is the education and rotraining of etaff 
to chanqe the manner and methods of operation* of thcic instirutionn so 
that they can be more effective in the newly emcrginq market economic 
eyntem. 

To provide assistance to the NtS. USAID crested the NIS  Task Force 
(NIS/TF) in 1992 that eubsequently merged ill 1994 with the Eaatern 
European Tank Force to form the RNI Bureau. In pursuir. uT its financial 
eector objectives, the NIS/TF axecuted ir~itiatives to 1wlp reatructurc 
financial. fiscal and other economic inct.irutions throughout the XIS. 
Inherited atate aocisliat entities had to he modified or teplaced to 
make them funccion in support of the new economic aystem. The specific 
technical focua of these activities ha8 varied but their long t e n  
success depend8 on the development of bout counery narional~ who 
understand the basic financial, fincal and economic principlee and 
machanism upon which a free market economy is based. 

The specific plans to achieve these broad ubiectiveo have been defined 
and tailored in terms of Nls hoot country rierds to include timing and 
the availability of suitable councerparta. Eve11 before these plans were 
fully developed. the identification and rlrlivery of essoncial training 
eerviceo to NIS counterparea wae launched to help speed and enhance the 
effectivenres of the financial sector proqrams. This t.r~i.ning continuee 
i n  order to allow NIs counterparts co obtain the maximtim benefit from 
the specialized technical assistance provided throuvh related 
privatization and occwornic restructuring pruyramn, and provides greater 
assurance Ol irutitutional development than could otherwide bc expected. 
The bank training program component of this effort has been particularly 
successful in Anwnia and Georgia and t1u.y are well on their way to 
self -sufficient inetitutiorialization. 

It remain? m e t  important to complete insc i l.ut ion coneolid&ion. 
training, and mupport dctivitino under thiz conrract to complcte the 
evolution toward set f auf f icicncy of  the Ccorqia Bsnkur Tr.4 ~r~ing C'cwter 
(the Center) . 



ARTICLE i I 1  - TERM OF PERFORMEYVCE - 
The period of portormance under Lhi8 modification will hr from So~~ternLer 
1, 1999 Ltrrough A~guut 3 1 .  2 U O O  This wi:; : permit the ftil l de1ivc:r.y of 
the 1999-2000 academic year at r.he Center and allow it to be fully 
pooit~oneci fsr iLa firs: wlf-sufficient academic year 2000 2001. 

ARTlCLE IV STATEMENT OF 0B.lECTIVES 

A.  EN1 St.raleqic Ohjectiver 1.4 and 1.3 

This tank order is Consistent with and dirwtly supportivr ot EN1 Rureau 
Strategic Objective 1.4: to devc lop a conipvtitivc. inarkel: responsive 
private financial aector. It a1Ho supporrr EN1 Sr.rateqic Objective 1.3: 
accelerated development and growth of priv.lre enterprrses (which arc the 
primary beneficiaries of improved tinanci~l. oerviccs and credit 
availability). 

8 .  Institut ional 1)evelopmcnL 

The principal objective ot Chis year'a Geotyla Banking Center eupport 
activitiec will be KO position Che Center £or aclf-surr.,>inabiliry. 

This year's program will buLld upon the 6uccatrs of the two previous 
years' banker training program's efforts in Georgia. The previous 
years' pmgramr, cetablishad a bankcr trainirq instituLion, created and 
delivered banker training proqrams and began the development of a local 
cadre of Georgian trainers (considerably exceeding the targeted goals in 
all catcguries) . 'I'he trainirrg delivery and ntrFf dew~lnpmenr. objective8 
of r.he program will continue and expand d ~ :  detailed in r:lw following 
Objective C. 

During this year the Center will consolidiite its inatit~liional role as 
the training catalysl: Lor t.he development and improven~er~t of bank and 
financial eector proCeosionalism in Georgia. It is anticipated that 
thio vision, refinud for t.hc Georgian circiltnatances, will be the basis 
tor the institutional selfsufficiency and continuity of the Center. 

Several institution building ttrreadr will h a w  to hr woven rayether this 
year to make Lhis happen: 

1. Stakeholder conrmitment and irivolvement: Every efforr will bc 
undertaken to invvlve the Center9s full ranqe of atakehol~t-rs in the 
proceas of developing banking and financial sector profcnuiorr~liam in 
Georgia. Theae include the Center'e Bank truetee/clients, key 
governmant players, IFIS and bilateral agcnciea, rmjional countcrpdrts 
and players and world-wide cnunterpartn and players. Tttio group 
toqerher definen the cliotlt base. utandard aetteru, and 6ui~p0rt 
appar.ltire for rt~e Center. 
2. Peer group pairings and workiny relationwhip.: Thn Center must 
continue to crrtablich, expand and deepen !.he ties I.hat make it crcdible 
with its regional and international peer$. Working l~rtkages wiLh 
regional banking and financial prvfeosionala and niater inotitutiona in 
trsnsitioning economies are a riclt~ource of ideas, ~ n d  resources. 
Particularly close ties with Axmeninn, and ~nr,r-baiiallb peers RCem 



appropriate. Looking West to Turkey and Eae t  to Cwtral Asia - 
~azakil(llar, Kyrgyzstan. Morigolia, a North lo Russia makes senle. 
Linkages to USAID and Barcnts linked bank trainin9 cenrrrr in the 
Ukraine. Hungary, and elsewhere are most i.t.aaonabln. Strong link.>gaa to 
IAS conversiofl and accounting profession davelopmcot. or~~onizatlono ia 
importarit ao are linkages to analysts. and managenlent finance 
professional bodies. Sim&:arly important are other hueiness 
profeenional development efforts. MBA and husiness proCesoion core 
trainlng efforts. 
3. Partners and Formal linkayea; Every effort will bc wade during the 
year to formalize partneting with long tc~'111 playern commirced to t.he 
same objective0 an the Center. Appropriarc rnstitut.rons would include 
the ABA, European. Turkish, and Rttssian Cquivalentn, the EBRD, Asian 
Development Bank, the Know How Fund, and training insti1,iitions such 36 
universities in the UK and the US that support bankinq and financial 
oector activity. 
4 .  The formalization of a wlttcn and fully internaljzcd strategic plan: 
The engineering of an institution is a proccsa that is mostly about 
creating a common focus for a group of people. A major objcct.ive of the 
planning process is to help create that focuu. A written strategic plan 
should be prepared for the Center that rcflect. ehc analysie, thinking 
and commitmento of the players in the Center's dynamics. It should be 
principally a systematic description of whar. has bsctl done and why, with 
guideposts for the next practical steps, where when how and with whom. 
If at ito completion it is viewed as a do IIOVO document arid a surprise 
to anyone oeriously involved wi1.h the Cenler it will signdl significant 
weakness in the building of the Center as an institu~ion. 
5 .  The husineso plan, administrative apparatus, innrructors, and core 
contracts in place for school year 2000-2001: The Center is a businens. 
A major part of the contractor's task duriq rhio year is to be sure the 
Ruainesn details or the Center are we11 in hand. Thin includes not only 
the smooth operatlng of the center during the course of 1999-2000 but 
more importantly the positioning of the ccnter for its firnt independent 
year 2000-2001. Insofar as poosible by the end Auguct 2000 the Center 
Director and the contractor should be able Co make a presentation to its 
Board and USAIO about the detail6 of the achool yaar 2000-2001 naming 
courses, inst.ructoro. and participants. The Center should have its 
adminiotrative services -computer maintenance etc.- pre.paid and pre- 
contracted, its training matcrialo and administrative atockn in exceos 
inventory positions, it should be fully capitallzed in terms of training 
aids and equipment, and have a sufficient ponirive raeh balmce in thc 
bank. Tho Canter should have a business dcvelopmenc plan with tasks 
outlined rebirinq board member part i d  pat ion m d  ouppurt among other 
thing*. In short the Center should luva i r u  next nporatlns year w c l l  
underway and h on tha way to accomplishanq it,. 
6. Tratncd and conanittcd leadcrvhip and Waff irr place ar the Ccrrter: .. 
The center is ;rut cnmplrterc and rpaca. Thc CenLur is prhfesaiorral 
conunit.trrl man~gauwnt , t.ra tned aid expari rnced t crdrerfi. a clicrlL Lase, 
and a rrputatiorr. Plmr, fixed duyets, and a airjri on the door arc th? 
aaoy part. of the prucs.3 rlbeit important L O  have A I L  place. The 
criticaL part ot this year is to deepen rhe  leadecahip zadre and rupport 
team of the center both at the Center and Board levol~+. Equally 
important is a very deep Georgian trainer base and access to a broad 
range of expertise from other sources -US, UK. Turkiuh, etc. etc. A 



canaclous Eocua or. th~s and attendant procJr.r,el reporrlng to all 
concerned i 3  m o s t  lmportanl. 

It i3 anticipated that this i:lustrative list. ot Local points for 
inotitlltlonal development Wi 11 be given substance througli irldividual 
initiatives throirgtlont the year. 

C. Banking and Private Finance Sector Education and Rerraining Services 

The contractor shall provide a range of basic, more advanced, and 
technical training activities for comnercial bankern, central hankers. 
and private f inallcia1 secror professionals. 

(1) Training Clientele and General Approach Profefiriurlal financial 
sector training is required for three general typec of hunt country 
notionalo: la) entity owners and top level cxc:cutives. (bl managers and 
supervisors, and lc) nperstilrg level technicians and otaff. Each type 
of trainee requires nomewhat difrtrent knowledge aixmt the theory and 
operation of free market banking and financial systems. The delivery of 
specitic training services will be effected af ter  the con1:ractor has 
provided a detailed plan which will identify propoced par:ticipants and 
the training proyram strucfure. 

At the execut.ive level, ttte emphasis will bc on convcyit~y a strakyic 
Dense nl the markel. upportunilies, method8 for inanaging tinancial risk, 
and an understanciing qf the range of contoes available tot Llieir st.alTs. 
Managern and supervi.rora will receive a mix of academic tr.ai nirrq, 
professional and technical skills up-gradiriq, and owthe-job Lollow up 
consultation. Training for technicians arid operational staff ahall 
concentrate on profeasiond skills upgradinq. The academic portion of 
this training program will cover only the basics of the tree market 
syatem and its relationship to the trainee's specific skill area. This 
training shall be dor~r in the tmet country. The co~ltrsctnr'e 
inotructors will be primarily experienced bankinq practitionero. 

( 2 )  Training Program Content - The contractor will be rcquired to 
design, prepare, and implement several type@ of traivit~y activitieo for 
Georgian and other regional banking and privaeo Eimnct: nectar 
professionals as appropriate: 

- On-the-job follow-up consult.ation in the host country 
- Work attachment training programs in U.S. omred banks arwl other 
financial sector institutions; and/or 

- Professi.0~1, technical and operational skills trainilly 

( 3 )  Illustrative Core Curriculum Actual rraining courses will be 
determined by the event.# which generate their need, i.e., hy conditiono 
in she Georgian, regional or international cnvironmellt:~ which impact on 
the group beiny trained. The contractor will coordinate with other 
donors and other USAID grantee/co~~cractors on cource dcuignc as 
appropriate. Typical needs in the Georgian DairKiny Center to date and 
in other similar programs elsewhere have xncludcd: 



ACCOUNTING 
Accoilnclnq for Bankers 
International Accounting SLdndards (IAS) 
Internal Audit 
NIS Enterprise Accounting 
NIS Bank Accdunting 

CREDIT 
Credit I 
Credit 11 
Credit 111 
Credit Management. Syetem 
Mortgage/Real Eetate Financc 
Interbank Credit Analysis 
Letters of Credit and Trade Finmce 
Financial InstituCions analyein 
Dank Supervision 
SME Finance 
Problem Loan Management 
Construction Lending 
Conaumer Lending/Pinance 

RISK MANAGEMENT 
Advanced Payment Systems 
Anci-Money Laundcriny 
Aaset/Liability Manayement I 
Aaset/Liabilicy Management I1 
Bank Fraud 
Capital Markets I 
Capital Markets I1 
Capital Marketa F:quity/Stack Market 
Commercial Bank Risk Management 
Corporate Finance 
Foreign Exchange 
International Trade Yinance 
International Papent Sy, -terns 
Investment Banking 
Project Fina~lce 
Risk management 
Treasury Risk Management 

MARKET MEIRETIT LON 
Branch Huragemnt 
Bank Marketing 
Bank Card 
Elar~k Executive International 
Banking Terminology 
Customer Service 
Executive Roundtable 
FLnance Management 
Human Resource# Management 
International Banking 
Legal and Regulatory Environment 
Privatization 



Strateg2 c PLannlng 
Strategic Compefitive Advantage 
Training of Trainers 

Thio project is focused on supporting the continued it~stitutional 
development of the Hanker Training Center. in Georgia and tho continued 
provicion of commercial banker traininq c:mrrues as l ir trd in Sectzon 
IV.C.3. 

The contractor will conr.ir~ue to develop and update thc c:corgi~ Ccrltvr'c 
courees and related materlale with the obiectiva of 11.1viclg a fully 
updated oet of courses in place for the 2000 2001 cnrrt'ee year and 
beyond. The contractor will similarly aswrr: that thr multi-wdia 
reference library is frllly updated and in ut.Jtrr for ctta 2000-2001 year. 

ARTICLE VI TANGIBLE RESULTS/RENCHMARKS 

The contractor understands and agree8 that. .~~.l~ievemenr of the 'ranqiblc 
Reaults and Benchmarks are the essence of thr, task ordz.t and that USAID 
will judge the contractor'e aucceso (01 lack ctlereofl in the taak order 
based upon whethu~ or nor cha Tangible ResulrR and 8~nrhmarks art 
achieved. In rhe event that any one or more of the Tangible Results or 
Benchmarks are not achieved or should the contcactor at. any time realize 
that they are not achievable, then the cont.ractor shall immediately 
ddviae the CTO in writing anrl in the next reporr required ao part of the 
taok order "report lrrg requi tellrrnts" (i .e. a moriehly, quarterly or 
completion report) and provide a complete explanation of the 
circumetances relating thereto. The followir~y tangible result8 and 
benchmzrks will be accompliohed during the r.auk order period. 

1 At leaot 200 Georgian old regional bankers will be trained in western 
banking practices and atanclaxdn. 
2. At least 10 courses will be conducted including Follow an in bank 
conoulting as appropriate. This will include advanced couues ot 
previous topics, and rhe presentation ro new participant8 of cnveral 
cour8eG previously offered. 
3 .  All o f  che training courow oEfered will bn done nn a co-tcach basis 
with American and Georgian instructors participacinq fully. 
4. At leasc 6 banking courses will be delivered by Geory~an bankero. 
5 .  At least I2 addicivnal Ceoryian traitlees will be idtwtified and 
trained a8 traitlets for Lhe Centcr increaurnq the crediblf! "atable" of 
the Center to at least 20 by ctia end of the t a e k  order r.u enable the 
center to commit to s rigorous nchedule of couraea. 
6. A Center Deputy Director will be identified and hio/hcr trainlng 
commenced in order to provide tne Center with dcp~h and ~wntinuity and 
to enhance its administrative and marketing capability. 
7. The Center w ~ l l  do its best cffort to hold at ledst twrr tegional 
meetings to help advance the institut.iona1 daveloprntnL agenda for the 
Center. These formal meetings and other8 would be expected to include 
local and international etakeholders in I 11- center, regiowtl and 
internaclonrl pcese, and polentisl partners. 
B. Partnering agreemonte with at: least 4 peer, related. arid or funding 
organization8 will be entered inco. 



9. ':here wlll be a detailed strategic plan pwparcd for. t:ha Center 
covering rn detail such topics as: an analysis nr rnn ~wrket for the 
eervicaa of the Center with a recommended mdrkL'L&rly Mttdteyy to include 
appendices with inst itut ior.al names, contact infomar i on, key people 
etc.; a management plan for the center: a tra:ntrrg glar~ Tor center 
staff; a detailing of actual and likely pcoriw:c.r and services for the 
Center: an opcrar.iuna1. plat! and package for the Cnntar: .$u 
implementation schedule for the ztrategy; and a fi~:anc!~al plan -to 
include fundraising for the Cerrter. 
10. There will hc prepared a detailed plan for the ncxr. :rchoc>l year to 
include a schedule of contracted courses, budvet.. cash flown, marketing 
plan, etc. The plan will ir;cluile alternate appropriate: uaes of the 
Center and i t a  resources. 
11. There will be in place for the Center an Cperarionnl manual, a 
Financial Control manual, and a Personnel manual. 
12. The contractor will assist the Center to bc well positioned for its 
f irat free-standing year. The contractor nh.aL1 provide i:ecords 
indicating advanced stocking of the training and teachrng materiais and 
equipment to Yubstantiate that these tasks havc ).em prriormed. The 
contractor will also make a best effort with any rrmairlirtg funds to 
prepay the trainer concracte and the maintenance c:nnt rar:ts for the 
computer equipment. 
13. A detailed equipment and financial audit of the Cent~?r will be done 
so that the independent management has a clear and complete otarting 
point for its activiticn. 
14. The appropriat.c USAID documentation for equipment dnd training 
materialo turnover will be completed beforc tllc Co~lLractor departn . 
15. All materials, reporru. and coursec prcparcd by Lhe contractor will 
be made available to r.hc Cwlcc in both written and cl*.ctronic fozm. 
16. It is expected that the Centcr'r management will make a detailed 
presentation to its Board of icw Strategic Plan mci Annual Plan and 
Budget. USAID at its option will receive a similar prewentation by 
Center management. 

ARTICLE VII TRAINING (See previous sections.) 

With respect to participanr. training, that io training c l t  any foreign 
national outside of his or her country, using AID funds. the contractor 
shall iollov the policies csr.ablibhed in Chapter 2 5 3  oL the AID 
Automated Directive System (ADS) - "Training for Mvoloynent Impact" 
(See also AIDAR clauses 752.701fi and 752.7019 refc~cnced in Section 1.1 
of the Cantract) 

VIII. ESTIMATED LEVEL OF EFFORT 

U.S. Expatriate # The maximum U.S. expatriate level of ctfort to be 
delivered hereunder is 1,558 person days  (up from 1,409). During the 
period from 9 / W 9  through 8/31/00, thc eutt~orized level of effort is 
388 person days ae follows: 

Labor Category 
Project Manager I 
Ffnancial ana1yr.r TV 
Commercial Oankcr I 
Total Expatriatec 



Within thc total-nunibcr of U.S. expatriate pcraon days. the contractor 
may adjust dayc between categorier as neccnsary to im[>iernent rlru 
project.. Any new labor category or incre.1~~ i r i  the nun~tw~ of pcl-~u:~ days 
must he approved by the Contracting Offi<.rxr.. In addi t turl. any new U.S. 
expatriate p&soru~el must be approved by the Contracting officer and 
CTO . 

TCN/CCN # The total nurnber of TCN/CCN person days authntized to bn 
provided hereunder is 3,460 person days (up from 2.71Hl. Subject, to the 
approval of the CTO, the cont.ractor may itlc~rase tho ~otal TtT/CCN 
person days by up to 2 5 b .  hny increase over 2 5 %  must hc approved by the 
Coritracting Officer. 

IX. SPECIAL INSTRUCTIONS 

A. Duty Post: This work will be performed primarily in Georgia 
supported by the contractor in the Washingcon D.C. arc?* with respect to 
special curriculum development and multi media library pro~ecta. 

B. Language requiremente and other required qualifications: Proficiency 
in a language other than Enqlish ie not rcquired for expatriate 
conou1tant.s. Proficiency in English is highly desirable for local hires 
who must have proficiency in the local language. 

C. Access to classified information: The Conrractor will not haw 
access to any U.S. Government classified material. 

D. Logistical oupport: The contractor is rcsponsiblc for providiny all 
logistical support. 

E. Workweek: Re$ident advisors - 5 days/week; STTA/inr;Zr.uctora up to 26 
daye/month when overseao. 

F. Travel: All corltractor travel to Qooryia raqlrr~ts prlor country 
clearance from the USAID mirslon. 

G. Management relacionships: The contr&ctor'o cont-act people responsible 
for performance under this Task Order are: 

1. CTO: Laurie Landy, E6E/PER 
USAID/Washington 

2. Field Manager . Alonzo Fulyham, USAID/Tbiliai 

H. Rights to Data: All miterial, productr and rt-rvicec therefrom 
funded by USAID are considered in the "public domainu. They are to be 
conaidered deliverables of this tank order. The point of dellvery for 
these purpoees is CDLA in Washington, D.C. 



X .  KEPOXTINC REQUIREMENTS - 
Coplee of each report should be sent to thv reopective UIih~u x~ssion 
contacts listed above. and to the CTO, i.aurlr Landy an F~F:/PER, 
USAID/Washinqr.on. 

The following report8 are required under this Task Ordcr: 

1. A 1 1  resident advisors will submit brief tnonthly reportc auuou~ir~g 
progrese made en each of the tanks and benchmarks (contained in sections 
V and VI above) to the Projccr Director within five busineea rlayn after 
the end of the month. 

2. The Project Director will submit quarterly performance reports which 
can be a summary of  the monthly status rrporto focuning on progress 
measured against tasks, benchmarks and tangible result#. The Project 
Director's summary quarterly report, due wichiri 30 days of tilt? end of 
the quarter, will also discuss interaction w i t h  counterparts and any 
necessary adjustlllent~ to the current workplans and timelinos. 

3. A detailed completion rcport is required wiLhin 30 days oL the end of 
the task order from the Project Director. This report will include an 
estimate of the impact of th io  training program co specifically include 
an analysis of the level of readinem of riw Georgia Banker Training 
Center for self-sustaining operation. 

XI. COUNTRY/COUNTERPART CONCURRENCE/CLEARANCES 

The counterpart for tllia program io the NaI:i.or~al Bank of Ccotgia. 
R~OUmeD of all expatriate staff are sent r.o clla sespective USAID 
Missions through the CTO i n  USAIDIELEIPER for concurrence and Mission 
approval aa are all country clearance requesrn. Contracting Orficer 
approval must be obtained for the classification of all U.S. expatriate 
advisors . 

XII. Ceiling Price and Obligated Funds 

A. Ceiling Price. The ceiling price of rhia taek order is $2,803,214, 
and the task order budget i a  shown below. 

cost Element 8/3r/se- 9/1/99. 8/31/98. 
8/31/99 8/31/00 8/31/00 

US Expatriate Labor $1,404,996 5485.891 $1,090,887 
TCN/CCN Labor 11s. 456 78.81s 194.271 
Total Labor $1.520,451 $564,706 $2,085,158 
Other Direct Costs 560.93% - .- 157,125 718,056 
TOTAL 52,081, 383 $721.831 52,803,214 

Within the ceiling price, :the contractor may adjust line items as 
necessary in carryiny out the work. Any increase in the ceiling price 
muct be approved by the Contracting Officcr. 

8 .  Obligated Funds. Tho amount of funds ahligated is $2,'101,160. Subject. 
to their availability and allocation to this tart order, USAID 
intends to obligate additional fund. r:o complete the funding of thin 



:.ask order as s e t  forth i:: FAR Clauee 5 2  , 2 3 2  2:: *Liml l ~ a r i c . ~ r i  g? FUY!Y 
APR 19841 ' which is incorporated herern by rc te~encr . .  i n  the rvrr . t  
Lhat full funding of r!!iw cask order i s  not <:isnpletcti. 111r 
reopons ib i l i t ien  of the partiee hereto with renpccl to performance 
and reimbursement are explained i n  thal c lause .  

* 
(End ot Modificatl<ml 
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ATTACHMENT 1 

Under nInrrtitutional Developmentm 
Add the following: 

7. "Linkages with other financial sector partners: Every 
effort will be made to broaden the Centert1 linkages 
with other parts of the Georgian financial community as 
well as with the National Bank of Georgia. One problem 
faced in these nascent banking sectors in fragmentation 
and lack of interaction with other financial sector 
actors and the central bank. The Center's initiatives 
in developing linkages with the accounting programs, 
with small-business funding and with capital markets, 
for example, will be a positive first step in helping 
to integrate the banking community with the other 
financial sector players." 

Under nBenchnurksn 
~ d d  the following: 

17. "By the end of this task order, the Center will have a 
formal agreement with the Bank Supervieion Department 
of the National Bank of Georgia (NBG) to deliver a 
certification program for bank ~upervieion.~ 

18. "By the end of this task order there will be evidence 
that the Bank Finance Academy has begun to developing 
courses in collaboration with other financial service 
providers and that the Bank Finance Academy is taking 
concrete steps to affect a formal merger with other 
financial eervices providers, with the view towards 
creating a self-sustaining financial services training 
facility once US AID assistance ends in December 2000." 



d MBBEollsu~ing 
Bamnts Group 

August 1,2000 

Dr. John G r i h  
Contract Officer 
MIOPIEEIPER, RRB, Rm. 7.09-044 
US Agency for Intcmational Development 
1300 Pennsylvania Ave., NW 
Washington, DC 20523-7900 

Subject: Modification of Contract No. EPE-I-06-95-00070-00 

Dear Dr. Griffi: 

Enclosed please And two illy executed copies of the subject modification. We have also 
retained a copy to be kept on file at our McLean, VA location. 

If you have any questions, p l a e  do not hesitate to contact me by telaphone at (703) 747-3222. 
via fax at (703) 747-3849, or by elecectronic mail at a. 

Barcnta Group of KPMG Consulting LLC 

Carol L. &WI 

Director of Contm~ts 



CONTRACTS DEPART.MENT 
DOCUMENT REVIEW FORM 

SUBMI 
NAME M&PA&SX& 11bgV' 
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US GOV'T @ DONOR COMMERCIAL Please review fmm technical perspective; return to 
Barcnts LLC fi SUBSIDIARY Contracts for d e w  and 'signature processing. - RaaJRoject Dir. - Date 
Independent Contractor Agreement (ICA) 

0 ICA Mod -@ Roj. Manager 
0 Assignment letter R o j a  Admin. 
n Personnel A~oroval 

CONTRACTS REVIEW 
Subcontractor: KPMG Audit client? a Y u  O N o  
Debarred List? Yes ONo- Date 

Cj Subcontract - Rofumnent - Datc 
C] Subcontract Task Order 
0 Subconasa TO Mod - Conm* Adrmn - Date 

Cost RopolaVCover letter - Conm* Mgr - Date 0 Roposal Cn(slReps 
Proposal SF141 1 fomwlSubcontraa Plad - m r  Conbacu - Date 
Cnhficate of Current Cost and h a n g  

0 other OTHER DEPARTMENTAL REVIEWS (If needed) 
0 TaxDucCtor - Date 

DOCUMENT INFORMATION 
- 

0 HRDuector - - Datc 
Barents Dtns~on Number 

0 CPOIOcnCouruel - - Date 
Roj. Manager 

ISSUES R E Q W G  FURTHER REVIEW 
Roject 

'F 
Barents Group U C  Februarv 1. 2000 

, ...,' ~.$-SIGNM~)~~MC -- 
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BANKING-FINANCE ACADEMY 
PROPOSED INSTRUCTOR SELECTION CRITERIA - (As of August 30,2000) 

Selection Criteria 
1. Work Experience or Expertise 

2. Communication skills (Interpersonal, 
presentation and facilitation skills) 

3. Attitude (professional and service 
oriented) 

4. Reputation 

5. Education and Training 

6 .  Teaching Experience or Willingness 
and Potential to Instruct 

7. Computer knowledge and skills (Word 
processing, spreadsheet and - - 
presentation software) 

8. Language knowledge and slulls - - - 
(English, Georgian and Russian) 

9. Methodology (Presentation and 
cuniculum development skills) 

10. Employer Support and Endorsement 

Definition 
Abilitv to utilize past and current work experienc~ 
and expertise to develop andlor deliver seminars, 
workshops and courses. 
Ability to effectively and succinctly present 
information and maintain positive relationships 
with Banking-Finance Academy personnel and 
clientele. 
Ability to conduct self in a professional manner; 
and consider and address Banking-Finance 
Academy personnel and clientele needs and 
requests. 
Display of character reflected in social standing i~ 
the Gebrgian banking community. 
Master's degree preferably in a business - .  
discipline and/or specialized training certificates. 
Ability to effectively deliver quality instruction o: 
a desire to learn how to deliver it. 
Ability to utilize hardware and software to 
execute requested Banking-Finance Academy 
work in an efficient and timely manner. 
Adequately read, write and speak English, 
Georgian and Russian to develop andlor deliver - 

seminars, workshops and courses. 
Ability to apply adult learning principles to 
develop andor deliver performance based 
training seminars, workshops and courses. 
Ability to secure employer support and 
endorsement of ~ a n k i n g - ~ i n & e  Academy 
related activities. 



BANKING-FINANCE ACADEMY 
INSTRUCTOR APPLICA TION FORM 

(Pleaseprinr or rype.) 

NAME OF APPLICANT 

I 

CONTACT INFORMATION 

I 

Bank Name 

Address 

Telephone 

Far 

Surname 

E-mail 

EMPLOYMENT HISTORY 

First Name 

Please list the employers from a minimum of the last five years. Please use additional paper $necessary. 
Please also atlach a copy ofyour current CV. 

/ Employment (From/To/ I Company Name I Title and Major Responsibilities I 
3 

mi 

Y 

ED UCA TION 
a 

Year Recerved 

m 

81 

Name oflnstztutlon - Degree Obtazned/Fzeld of Study 



COMPUTER SKZLLS 

LAVGLXGE PR0FICIE.VCY 

Please circle your current level ofproficiency 

Please indicate the sofmarepackages you can utilize andyour level ofproficiency (wordprocessing, 
spreadsheets and presentation). Please circle your current level ofproficiency. 

Language 

English 
Georgian 
Russian 

TEACHZNG~ECTURlNG~SEARCH/PUBLZCATZON EXPERIENCE 

Reading 

Low High 
1 2 3 4 5 6  
1 2 3 4 5 6  
1 2 3 4 5 6  

Speaking 

Low High 
1 2 3 4 5 6  
1 2 3 4 5 6  
1 2 3 4 5 6  

Software Packages 

Please fist your teaching, lecturing, research or publication experience for the lastfive years. Please use 
additional paper if necessay. 

Proficiency 
Low High 

Writing 

Low High 
1 2 3 4 5 6  
1 2 3 4 5 6  
1 2 3 4 5 6  

I 

EXPERIENCE ABROAD 

Technical 
Comprehension 

Low High 
1 2 3 4 5 6  
1 2 3 4 5 6  
1 2 3 4 5 6  

Ifyou have lived or studied abroad, please complete this section. Please use additional paper if 
necessary. 

Year Activity Topic 



Why are you interested in training? 

(Ifyou need more space, please continue on an additional sheet.) 

WORK EXPERIENCE SEX AGE 

(General) 
3 or less years 
4 to 6 years 
7 to 8 years 
9 or 10 years 
1 1  or 15 years 
15 or more years 

REFERENCES 

(Banking) 
3 or less years Male 25 or younger 
4 to 6 years Female 26 to 30 
7 to 8 years 31 to35 
9 or 10 years 36 to 40 
11 or 15 years 41 to 45 
15 or more years 45 to 50 

5 1 or older 

Please include two references that we can contact to discuss your professional background. 

ADDITIONAL COMMENTS (IF ANIj) 

i 

I 

I certfi  that the statements made in this application are complete and correct. I acknowledge that 
i f l a m  selected for this program that I will be required to participate fully and 

completely to the best of my ability and that I must obtain my company S full support. 

Name 

Signature 
I 

Date 

Company 

Application forms are due into the Barents Group, LLC, office no later than September 15, 2000. 
The office is located at 123 Agmashenebeli,  floor, Tbilisi 380064, Georgia. Forms can also 
befaxed to (995 32) 99 98 50. Candidates will be notrfied oftheir acceptance into the program 

the week of October 2, 2000. 

Day Contact Number 



CAPITAL MARKET TRAINING PROGRAM 
INSTRUCTOR EVALUATION FORM 

Applicant Name: 

Please review the qualifications of each candidate using the criteria listed below: 

SELECTION CRITERIA 

Points Legend: 

0 = No criteria present 
I = Below Criteria 
2 = S/igj~/ty Below Criteria 
3 = Meets Criteria 
4 = Sliglrtly Exceeds Criteria 
5 = Exceeds Criteria 

Criteria: Section I r------ 
I .  Work Experience or Expertise I 
2. Communication Skills 

(interpersonal, presentation and 
facilitation skills) 

3. Attitude (professional and service 

Definition 

Ability to utilize past and current work experience and 
expertise to develop andlor deliver seminars, workshops and 
courses. 
Ability to effectively and succinctly present information and 
maintain positive relationships with training specialist and 
clientele. 
Ability to conduct self in a professional manner; and consider 
and address training personnel and clientele needs and 
requests. 

Points 

0 1 2 3 4 5  

0 1 2 3 4 5 

0 1 2 3 4 5 

SUB-TOTAL Merintunr 
Score = 45 

Wright 

3 

3 

3 

Points x 
Weight = 

Totul 



Criteria: Section 2 

4. Reputation 

5. Education and Training 

6. Teaching Experience or 
Willingness and Potential to 
Instruct 

7. Computer Knowledge 

Definition 

Display of character reflected in social standing in the . . - 
Georgian capital markct community. 

Master's degree preferably in a business discipline and/or 

Ability to effectively deliver qua'lity instruction or a desire to 
learn how to deliver it. 

Ability to utilize hardware and software to execute requested 
training work in an efficient and timely manner. 

SUB-TOTAL 
I Score = 40 I 

Criteria: Section 3 

8. Language knowledge and skills 
(English, Georgian and Russian) 

Delinition 

Adequately read, write and speak English, Georgian and 
Russian to develop andlor deliver seminars, workshops and 

9. Methodology (Presentation and 
curriculum development skills) 

Weigltt 

I 

Points 

0 1 2 3 4 5  

10. Employer support and 
Endorsement 

Points x 
Weiglrt = 

~ o m l  

courses. 
Ability to apply adult learning principles to develop andor 
deliver performance based training seminars, workshops and 

SUB-TOTAL 

COMMENTS: 

Maxirnum 

courses. 
Ability to secure employer support and endorsement of 
training related activities. 

score = 15 I 

TOTAL SCORE 

0 1 2 3 4 5  

Marimunt 
Score = 100 

I 

0 1 2 3 4 5  1 
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B d  
MEMORANDUM 

To (New Trainers) Date September 29,2000 

From Diana Osinski 
3 

Subject Bank Instructor Development Program 
d 

cc Natasha Nikuradze and Karen 
Westergaard 

Thank you for expressing interest in the Bank Instructor Development Program. On behalf of USAID, 
Barents Group, LLC. and the Banking-Finance Academy, I have the honor to notify you of your 
acceptance into the Bank Instructor Development Program. As a member of this program, you will be 

4 required to: 

~. + Attending a mmimum of 10 days or 27 hours of for two courses on traimng: 
J 9 Curriculum Development; and 

9 Presentation and Facilitation Skills. 

+ Preparing homework prior to each class. 

+ Revising a minimum of one course for up to 15 days between November 1,2000 and October 31,2002; or 

+ Co-teaching a minimum of 10 days or 80 hours between November 1,2000 and October 31,2002; and 

+ Teaching a minimum of 5 days or 40 hours between November 1,2000 and October 3 1,2002'. 

*In order to meet strategic objectives, the Academy reserves the right to spectfi the best use of the instructor's 
training skills (curriculum development or presenting). 

Attached you will find the schedule* and homework assignments. To keep class meetings times to a 
minimum, you will be required to complete homework between each class. Most importantly, you will be 
required to complete or series of curriculum development exercises along with two presentations to 
successfully complete the Bank Instructor Development Program. 

(*Note: Dates are subject to the USAID contract with Barents and may be changed.) 

Finally, all participants must have employer support to participate in this program. Therefore, attached 
you will find an Employer Commitment Letter. Without the support of your employer, you will not be 
permitted to attend the courses. Please ask your supervisor to sign the attached Letter and retum it to us 
by Thursday, October 5,2000. In case you are director or officer of a company, please sign and retum the 
document. If we do not receive the Commitment Letter by the deadline, you will not be able to 
participate in the program. 

Thank you for your prompt response. I look forward to meeting you! 
D ' A < ~ ~ c " ~ \ T ~ T ~ ~ ~ , " , ~ ~ , ~ " ~ \ T ~ T . A ~ ~ ~ ~ , c P c P c P L L " L ~ " .  doc 



BANKING-FINANCE ACADEMY 
BANK INSTRUCTOR DEVELOPMENT PROGRAM 

COMMITMENT LETTER 

I wish to acknowledge my support of who 
(please print or type) 

has been selected to attend the Bank Instructor Development Program. I understand that my employee will attend a 
minimum of 10 days or 27 hours of training and will need to do homework in between classes. Specifically, I 
understand and will support my employee in doing the following: 

+ Attending a minimum of 10 days or 27 hours of for two courses on training (see attached schedule): 

3 Cumculum Development; and 

' 3 Presentation and Facilitation Skills. 

+ Preparing homework prior to each class. 

+ Revising a minimum of one course for up to 15 days between November 1,2000 and October 3 1,2002; 

or 

+ Co-teaching a minimum of 10 days or 80 hours between November 1,2000 and October 31,2002; and 

+ Teaching a minimum of 5 days or 40 hours between November 1,2000 and October 31,2002'. 

*In order to meet strategic objectives, the Academy reserves the right to specijj the best use of the instructor's training 
skills (curriculum development orpresenting). 

COMMENTS 

Organization Name 
w 1 

I 
Signature 

Date 
wt 
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Instructor Skills Inventory 

Instructor: 

Evaluator: 

Date Inventory Completed: 

DIRECTIONS: 

Review the ten instructor skill categories on the following pages. For each skill category, answer 
the question: 

How ofien did you observe this skill during the period of instruction? 

Mark the box on each page that accurately answers how often you observed each behavior as it is 
described. Don't think too long about any one item. Trust your first reaction. 

This evaluation package is proprietary to the Banking-Finance Academy and 
cannot be reproduced without the permissian. 



INSTRUCTOR SKILLS INVENTORY #1 

USES ADULT LEARNING TECHNIQUES 

Mark the box below that accurately answers how often you observed each behavior as it is 
described. Don't think too long about any one item. Trust yourfirst reaction. 

1. Encourages adults to determine their own learning experiences. 

2. Asks learners to relate their past experiences to learn something 
new. 

3. Helps learners identify the benefits and tangible rewards of 
training. 

4. Avoids wasting time of learners. 

5. Uses teaching techniques that include learner participation, at 
least 50% of class time. 

6. Helps adults identify they have a need to learn. 

7. Recognizes that adults use their knowledge from years of 
experience as a filter for new information and don't change readily. 

8. Gives practical answers for today's problems. 

9. Uses practical problem solving techniques. 

Instructor Skills Inventory 

10. Provides for physical comfort with refreshments and breaks in 
a relaxed atmosphere. 

G a  

BAR@?T Proprietary 1 September 2000 

d 



Instructor Skills Inventory 

INSTRUCTOR SKILLS INVENTORY #2 

GIVES FEEDBACK EVALUATION TO LEARNERS 

Mark the box below that accurately answers how often you observed each behavior as it is 
described. Don't think too long about any one item. Trust yourfirst reaction. 

1. Describes what the learner is doing rather than places a value on 
it or makes a judgment. 

2. Sticks to immediate issues. Avoids "always" and "never". 

3. Selects a few issues for feedback. Does not overload (no more 
than three points). 

4. Describes learner behavior in specific rather than in general 
terms. 

5. Focuses clearly on learner behavior rather than attitude. 

6 .  Directs feedback toward behavior which the learner can do 
something about. Avoids comparative statements. 

7. Gives information when usable (well timed), neither too early 
nor too late. 

8. Gives feedback when it is asked for rather than imposes it. 

9. Identifies whether the learner is capable of the desired 
performance. 

10. Uses paraphrasing to insure clear communication and 
understanding. 

& ! , ? !  Proprietary 2 September 2000 



lnsfructor Skills Inventory 

INSTRUCTOR SKILLS INVENTORY #3 

USES LECTURE 

Mark the box below that accurately answers how often you observed each behavior as it is 
described. Don't think too long about any one item. Trust your first reaction. 

1. Begins with climate setting activity to encourage learning. 

2. Provides clear and correct information. 

3. Organizes ideas so they are easy to follow. 

4. Uses handouts and visuals to enhance learning. 

5. Provides a variety of examples so that all participants 
understand teaching point. 

6. Handles questions well. 

7. Uses a participation technique every 15 minutes. 

8. Manages instructional time efficiently. 

9. Uses appropriate platform techniques: gestures, eye contact, 
movement, avoids distracting words, varies speaking rate, pitch 
and volume. 

10. Ends with an appropriate summary or call to action. 

3 
- September 2000 



Instructor Skills Inventory 

INSTRUCTOR SKILLS INVENTORY #4 

USES DISCUSSION TECHNIQUES 

Mark the box below that accurately answers how often you observed each behavior as it is 
described. Don't think too long about any one item. Trust yourfirst reaction. 

1. Includes each member of the group (draws out if needed), calls 
them by name. 0  0 a 0 @ 0  

2. Remains impartial unless asked for an opinion. 

3. Asks questions, does not make statements. 0 0 0 0 0 0  
4. Questions generalizations and encourages specific examples. 
Probes for deeper meanings until a question is answered. 0 0 0 0 0 0  

5. Has members of the group relate specific examples to a general 
idea. 0 u o n 0 0  

6. Directs the discussion by barring imelevant details and redirects 
the discussion if necessary. o u n o [ 3 [ 1  
7. Calls for a summary of one point before going to the next. n o 0 0 0 0  
8. Has members of the group discuss with each other, not just with 
the trainer. 0 f l U 0 0 0  

9. Delegates members of the group to find more information if 
needed. 0 0 0 0 0 0  

10. Clarifies for better understanding, defines terms so all have a 
common understanding. 0 0 0 n 0 0  

BA@G Proprietary 4 September 2000 



Instructor Skills JnventoIy 

INSTRUCTOR SKILLS INVENTORY #5 

USES CASE STUDIES, EXERCISES, GAMES AND SIMULATIONS 

Mark the box below that accurately answers how often you observed each behavior as it is 
described. Don't think too long about any one item. Trust your first reaction. 

1. Identifies the objective of the activity. 

2. Describes the objective and the role of participants when setting 
up an activity. 0 1 7 0 0 0 0  

3. Gives clear directions. 

4. Efficiently and appropriately groups participants. 0 0 0 0 0 0  
5. Asks participants to complete the learning activity without over 
directing. 0 0 0 0 0 0  

6 .  Gets participants to share and interpret their reactions to the 
activity by asking appropriate open and closed questions. 0 ~ 0 0 ~ 0  

7. Continues to probe for reactions until all view points are 
expressed. ~ 1 7 0 0 ~ 0  

8. Gets participants to identify the concepts learned from the 
activity. O D O U D O  

9. Helps the participants apply the concepts to their own setting. n o 0 0 0 0  
10. Handles unexpected learning appropriately. 

BA,~\IIS proprietary 5 September 2000 



Instructor Skills Inventory 

INSTRUCTOR SKILLS INVENTORY #6 

CONDUCTS DEMONSTRATIONS 

Mark the box below that accurately answers how often you observed each behavior as it is 
described. Don't think too long about any one item. Trust your first reaction. 

1. Identifies the objective of the demonstration and shares it with 
the learner. 

2. Assesses the risk of the demonstration for the target population 
and takes steps to handle the risk. 

3. Demonstrates the task by showing what to do and tells why it is 
done that way. 

4. Conducts a second demonstration of the task while the leamer 
tells what is done and why it is done that way. 

5. Corrects the learner or reinstructs if necessary. 

6. Has the learner demonstrate the task. 

7. Gives feedback to the learner during the demonstration. 

8. Has the learner summarize the demonstrated functions. 

9. Supervises continued learner practice until the skill is learned. 

10. Evaluates performance and assesses skill after sufficient 
practice. 

Bi\.@F Proprietary 6 September 2000 



Instructor Skills Inventory 

INSTRUCTOR SKILLS INVENTORY #7  

USES ROLE PLAY 

Mark the box below that accurately answers how often you observed each behavior as it is 
described. Don't think too long about any one item. Trust your first reaction. 

1. Identifies a clear objective for the role play. 

2. Sets up the role play by sharing the objective, selecting 
characters and preparing the characters. 

3. Structures role plays to be done in groups of 3 to avoid 
embarrassing learners in front of the entire class. 

4. Instructs observers and provides a checklist of points to 
observe. 

5. Asks participants to play the scene without over directing. 

6. Gives directions to limit feedback to specific issues. 

7. Asks participants to share and interpret reactions. 

8. Asks participants to reverse roles. 

9. Gets participants to identify concepts developed through the 
role play. 

10. Helps participants apply what was learned to their situation. 

7 September 2000 



Instructor SkiNs Inventory 

INSTRUCTOR SKILLS INVENTORY #8 

USES AUDIO-VISUALS AS A LEARNING TOOL 

Mark the box below that accurately answers how often you observed each behavior as it is 
described. Don't think too long about any one item. Trust your first reaction. 

1. Selects appropriate audio-visuals to fit the learning objective. 

2. Limits copy to 8 lines so visuals and writing are easy to read. 

3. Uses picturedclip art in visuals to enhance retention. 

4. Uses colored visuals to enhance retention. 

5. Writes legibly on easel pad. Spells words correctly. 

6. Arranges the classroom so all can see the screen or hear the 
recording. 

7. Avoids blocking participant's view of the visual. 

8. Turns off the projector when the visual is not in use. 

9. Operates mechanical equipment with ease. 

10. Troubleshoots minor mechanical problems effectively. 

&?@?Ts Proprietaly 8 September 2000 



Instructor Skills Inventory 

INSTRUCTOR SKILLS INVENTORY #9 

ADMINISTERS TESTS 

Mark the box below that accurately answers how ofien you observed each behavior as it is 
described. Don't think too long about any one item. Trust yourfirst reaction. 

1. Limits test content to material already taught. 0 0 0 0 0 0  
2. Distributes materials efficiently and at the right time. 

3. Gives clear directions. 0  0  0 0  0  0  

4. Answers questions appropriately and clearly without providing 
unwarranted assistance. 0000110 

5. Monitors participants by moving throughout the room and gives 
time remaining warnings at appropriate intervals. 0 0 0 0 0 0  

6. Collects materials at the appropriate time. 0 0 0 0 0 0  
7. Establishes clear criteria for accuracy of test answers. 

8. Corrects tests in a timely manner. 

9. Provides feedback to learners for incorrect answers. 

10. Gives feedback appropriately as steps are completed if test is 
on-the-job. 0 0 ~ 0 0 0  

Bh~$?zi~s Proprietary 9 September 2000 



Instructor Skills inventory 

INSTRUCTOR SKILLS INVENTORY #I0 

HANDLES PROBLEM LEARNERS ASSERTIVELY 

Mark the box below that accurately answers how often you observed each behavior as it is 
described. Don't think too long about any one item. Trust your first reaction. 

1. Recognizes when problems are related to the content of training 
or the process of instruction. 

2. Identifies correctly the probable cause of problem behavior that 
is not related to a training issue. 

3. Selectively ignores minor problems which will end by 
themselves. 

4. Anticipates possible problems by becoming familiar with the 
content, target population and classroom environment. 

5. Takes steps to prevent possible problems. 

6 .  Uses a small group activity to redirect the energy of a problem 
learner. 

7. Uses questions appropriately to involve a passive learner. 

8. Confronts the problem learner in class using a disciplinary 
technique only after other methods fail. 

9. ConfTonts the problem learner in private using a feedback 
model: observe, describe, agree on a resolution. 

10. Assesses the results: the problem ends or continues (start 
over). 

B+P%uTS Proprietary 10 September 2000 



E E e L r L L L L .t e I L c P E L e Foreign sxc ange 
Instructor: Alexander Zakltashvili 

Instruction Dates: September 25 - 29, 2000 

USES DISCUSSION TECHNIQUES 
I. Includes each member of the group (draws out if needed), calls them by name. 
2. Remains impartial unless asked for an opinion. 

3. Asks questions, does not make statements. 
4. Questions generalizations and encourages specific exampleslprobes for deeper meaning. 
5. Has members of the group relate specific examples to a general idea. 

6. Directs the discussion by barring irrelevant details and redirects the discussion if necessary, 
7. Calls for a summary of one point before going to the next. 
8. Has members of the group discuss with each other, not just with the trainer. 
9. Delegates members of the group to find more information if needed. 
10. Clarifies for better understanding, defines terms so all have a common understanding. 

USES CASE STUDIES, EXERCISES, GAMES AND SIMULATIONS 
I. Identifies the objective of the activity. 

2. Desrcibes the objective and the role o f  participants when setting up an activity. 
3. Gives clear directions. 
4. Efficienly and appropriately groups participants. 

5 .  Asks participants to eomplete the learning activity without over directing. 
6. Gets participants to share and interpret their reactions to the activity by asking open and closed questions. 
7. Continues to probe for reactions until all view points are expressed. 

8. Gets participants ti identify the concepts learned from the activity. 
9. distracting words, varies speaking rate, pitch and volume. 
10. Handles unexpected learning appropriately. 

CONDUCTS DEMONSTRATIONS 
I.  Identifies the role objective of the demonstration and shares it with the learner. 
2. Assesses the risk of the demonstration for the target population and takes steps to handle the risk. 
3. Demonstrates the task by showing what to do and tells why it is done that way. 
4. Conducts a second demonstration of the task while the learner tells what is done andy why. 
5. Corrects the lerner or reinstructs if necessary. 
6. Has the learner demonstrate the risk. 
7. Gives feedback to the learner during the demonstration. 
8. Has the learner summarize the demonstrated functions. 
9. Supervises continued learner practice until the skill is learned. 

10. Evaluates performance and assesses skill after sufficient practice. 
117 



e c L I L e L e o_ ' I  ' E '  ' e  z c t i~ I e t 
Foreign Exclrange 

Instructor: Alexander Zakhashvili 
Instruction Dates: September 25 - 29,2000 

USES ROLE PLAY 
1. Identifies a clear objective for the role play. 
2. Sets up the role play by sharing the objective, selecting and preparing characters. 

3. Structures the role plays to be done in groups of 3 to avoid embrassing learners in front of class. 
4, Instructs observers and provides a checklist of points to observe. 
5. Asks participants to play the scene without over directing. 
6. Gives the directions to limit feedback to specific issues. 
7. Ask participants to share and interpret reactions. 
8. Asks participants to reverse roles. 
9. Gets participants to identify concepts developed through the role pley. 

10. Helps participants apply what was learned to their situation. 

USES AUDIO-VISUALS AS A LEARNING T O O L  
I. Selects appropriate audio-visuals to (it the learning objective. 
2. Limits copy to 8 lines so visuals and writing are easy to read. 
3. Uses pctureslclip art in visuals to enhance retention. 

4. Uses colored visuals to enhance retention. 
5. Writes legibly on easel pad. Spells words correctly. 

6. Arranges the classroom so all can see the screen or hear the recording 
7. Avoids blocking participant's view o f  the visual. 

8. Turns off projector when the visual is not in use. 
9. Operates mechanical equipment with ease. 

10. Trouble shoots minor mechanical problems effectively. 

ADMINISTERS TESTS 
1. Limits test content to material already taught. 
2. Distributes materials efficiently and at the right time. 

3. Gives clear directions 
4. Answers questions appropriately and clearly without providing unwarranted assistance. 
5. Monitors participants by moving throughout the room and gives time remaining warings. 
6. Collects materials at the appropriate time. 
7. Establishes clear criteria for accuracy of test answers. 
8. Corrects tests in a timely manner. 
9. Provides feedback to learners for incorrect answers. 

//d 
10. Gives feedback appropriately as steps are completed if test is on-the-job. 



Instructor: AIexander Zakltashvili 
Instruction Dates: September 25 - 29,2000 

. . Qbserved Tr- 

HANDLES PROBLEM LEARNERS ASSERTIVELY 
1. Recognizes when problems are related to the content o f  training or the process o f  instruction. 

2. Identifies correctly the probable cause o f  problem behavior that is not related to training issue. 

3. Selectively ignores minor problems which wi l l  end by themselves. 

4. Anticipates possible problems by becoming familiar with the content, target population and classroom evironment. 

5. Takes steps to prevent possible problems. 

6. Uses a small group activity to redirect the energy of a problem learner. 

7. Uses questions appropriately to involve a passive learner. 

8. Confronts the problem learner in class using a disciplinary technique only after other methods fail. 

9. Confronts the problem learner in private using a feedback model: observe, describe, agree on a resolution. 

10. Assesses the results: the problem ends or continues (stan over). 

5 =Always 

4 =Often 

3 = Sometimes 

2 = Rarely 

I =Never 

0 = Not observed or not applicable 
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TEST DEVELOPMENT INSTRUCTIONS 
(As of November 8,2000) 

To verify that learning has occurred in your workshops and courses, you may wish to include 
a quiz at the end of each module or a test at the end of each workshop or course. The purpose 
of the test is to measure acquired learning. Specifically, all instructors should include a 
mechanism that will permit the participant to demonstrate that they have acquired the 
specified level of knowledge and skills presented during the module, workshop or course. 
The test can be multi-choice, a case study or a series of realistic job scenarios. It could even 
be a combination of tests. 

To aid the instructor in preparing tests, we have prepared this handout. First, the handout will 
cover the types of knowledge to be measured. Second, the handout will describe the test 
format options. - 
TYPES OF KNO WLEDGE 

Listed below are a listing of the types of knowledge that can be measured and a brief 
description: 

t Recowition or recall --Memory or Recognition of appropriate terminology, facts, ideas, 
materials, trends and sequences, methodology, principles, generalizations; 

t Comvrehension -- Understanding of written communications, reports, tables, diagrams, 
directions, regulations, etc.; 

t A~dication -- Application of ideas, rules, procedures, methods, formulas, principles, 
theories in job related situations; 

t Analvsis -- Breaking down of materials or information into its constituent parts and 
detecting the relationship of the parts and the way they are organized; 

t Svnthesis -- Putting together elements and parts to form a whole, combining in such a way 
as to constitute a pattern or structure not there before; and 

t Evaluation -- Making a judgement about the value, for some purpose, of ideas, solutions, 
methods, material using prescribed criteria or standards for estimating the extent to which 
they are accurate, effective, economical, etc. 

&&: Each level of knowledge should be tested to ensure that the participant has a full and 
complete grasp of the information presented during the course. 

Banking-Finance Academy 1 November 2000 



Test Development Instructions 

TEST FORMAT OPTIONS 

Option I:  Multi-choice 

A test composed of a series of questions in which a number of alternative response choices 
are given from which the correct answer is to be selected. Usually, the participant will be 
given four or five choices identified with the letters A through E. The question can be the 
following formats: 

4 U r n  - The question is complete and is ended with a question mark. The 
participant must select the correct answer to the question. 

+ Incomalete Sentence - The question is not complete. The participant chooses the 
statement that will logically complete the question. 

4 EXCEPT - The participant much recognize the one INCORRECT answer from among the 
options presented. To avoid confusion with the correct answer, the word EXCEPT is 
capitalized. 

+ -1 -The participant must identify two or more of the possible correct 
answers. Each possible answer is identified with a Roman numeral to distinguish it from - 
the answers (i.e., I, 11,111, N o r  V). 

Matchine Set - The participant is presented with two sets of information and must match 
the appropriate items. The presented items presented may match more than one 
description or may not fit any of the descriptions given. 

4 True/False- The participant is presented with a statement and must determine with the 
information presented if the statement is true or false. 

Note: Questions developed using a variety of formats should be developed for each module. - 
In addition, a time-limit should be established for taking the test. Ideallv. the test should be . . 
no more t h d  one hour. The instructor should provide an answer key. Ideally, the instructor 
should also recommend a pasdfail level. Once the pilot test is eraded. the oasslfail level will 
be reviewed to verify that it is acceptable. 
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Test Development Instructions 

Option 2: Case Study 

A test composed of a case study permits the participant to demonstrate the knowledge and 
skills acquired during the course. When structuring a case study, consider the following 
steps: 

t Select an issue - Select an issue that is important and relevant to the participant and 
provides for demonstration of knowledge and skill. 

t Select the incident or situation - Determine how you are going to approach the issue you 
have selected. 

t Provide sufficient details -Provide sufficient and relevant information about the situation 
selected that participants can make good, informed decisions. 

4 Identifv the ~roduct  you want - Inform the participants exactly what they are expected to 
produce during the test. 

t Set vour time limits - Determine the amount of time that participants should spend 
answering the case study. 

Option 3: Realistic Job Scenarios 

A test composed of a series of realistic job scenarios are presented and the participant must 
respond on what is the proper course of action given the presented variables. The participant 
should draw kom the knowledge and skills presented during the course to respond to each 
scenario. 

N*: Case Studies and Realistic Job Scenarios are labor intensive to grade. The instructor 
must be willing to review the narrative answers or provide guidance on how best to evaluate 
the answers. Ideally, the instructor should also recommend a passlfail level. Once the pilot 
test is graded, the passlfail level will be reviewed to verify that it is acceptable. 
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PROGRAMKOURSE OUTLINE - SAMPLE 

Course Title: I Duration: 

Upon completion of this course, participants will be able to: 
Introduction: Introduce and assess individual's knowledge of the operations of the 
investment industry. 

1. Explain the structure and fhctions of an investment dealer. 
2. Describe the functions and importance of back office operations for the success of 

the investment dealer. . . 
3. Explain the structure, function, processes and financial reports for dealer and broker 

accounting. 

Operations of the Investment Industry 

4. Explain the functions and processes for the trading department. 
5. Explain the importance and fhction of the client-salesperson relationship and the 

10 days (6 hours per day) 

sales process. 
6 .  Explain the advantages, considerations and processes for issuing company shares 

on the public market. 
7. Explain the processes included in executing a Securities Selection Plan. 
8. Explain modem portfolio management theory and practice. 
9. Explain how to operate a securities dealer or broker, including strategic planning, 

financial management, controls and maintaining capital adequacy. 
Conclusion: Assess the application of the concepts and principles taught in the 

Course Objectives: 

course. 

w 
BA.R~YTS Proprietary Month Year 



Logo or Name of Organization 

Module I :  

Name of Module 



* Table of Contents 

MODULE 1: NAME OF MODULE 
OVERVIEW ................................................................................................................................................................ 2 

. . Learning Objecnves ............................................................................................................................................ 2 



Name of Module - 
Overview 
Overview for module. 

Learning Objectives 
Upon the completion of this module, you will be able to: 

+ Learning objectives. 

IL*.~~?? Pro~rieran, 1 - 2  Month Yenr 

13, 



Module I :  ,Module Title 

Exercise: Name of Exercise 
Instructions: 

1. List of instructions. 



Module 1: Module Tide 

Summary 

Summary narrative. 

In this module, you learned to: 

+ Learning objectives. 



1 

, Module 1 : Title of Module 

Overheads 

Date 

Organization 



Slide title 
I 
I 

At the end of this module, you will be able 

to: + Learning objectives. 

Name of Module 1 - 2 



Slide title 

Name of Module 1 - 3 



Exercise - Title of Exercise 

Instructions (sample): 

+ Individually complete the exercise in your 
participant manual. 

+ Review the answers as a total group. 

Name of Module 1 - 4 



What Have I Learned? 

In this module, you learned to: 

+ Learning objectives. 

Name of Module 1 - 5 



COURSE AND MODULE EVALUATION - SAMPLE 

1. Please rate the content of this course and the modules according to its importance to yourjob and its helpfulness in 
meeting your needs and expectations. First, rate the module as a whole. Second, rate each topic of the module. 

I Expectations Expectation I Expectations Expectation 

Course: 

Module and Topics 

D u c t o r :  l I  J ,  j 
Module 1: Name of module 

Or list learning objectives tt 

Importance to your position 
Below Above 

+ Module 2: Name of Module 

,Met your learning needs 
Below Above 

Learnmg objectives I l l  

.- I l l  

Month Year 
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Course Tide - Ewhmtio~r Form 

2. Please rate the instructor's abilities: 
- 

Below Above 
Instructor's Abilities 

Expectations Expectation - 
t Explain concepts clearly and concisely 1 2 3 4 5 6  

P 

t Relate the module concepts to your position 1 2 3 4 5 6  

1 + Encourage group discussion and involvement 1 1 1 2 3 4 5 6  

11 t Willingness to communicate with students after class 1 1 1 2 3 4 5 6  

t Knowledge of the subject 1 2 3 4 5 6  

3. If applicable, please rate the translator's abilities: 

Below Above 
Translator's Abilities Expect~tions Expectatioa 

1 2 3 4 5 6  

4 Present correct terminology 

+ Encourage e r o u ~  discussion and involvement 

t Amount 

t Difficulty 

4. Please rate the course materials, handouts and overheads: 

Materials, handouts and  overheads 

5. Please rate your overall reaction to the program: 

Exvertations Exveetation 

t Value to the course 1 2 3 4 5 6  

(1 t ~nstructor 1 1 1  2  3  4  5  6 ) )  

F 
Overall reaction 

+ Course 

Comments and Suggestions (Please use back side of paper if necessary): 

Expectations Expectation 

1 2 3 4 5 6  

p~ 

t Translator (if applicable) 

t Materials 

Month Year 
140  
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INSTRUCTORS GUIDE DOCUMENT - SAMPLE 

Module 5 -Bringing about Change in Organizations 

Overview Provide a brief overview of the module and learning objectives. 

Estimated This module should take 45 minutes to complete. 
Teaching Time Note: You may break down the time required to complete individual 

pieces of the module ifappropriate. 

Important Notes Insert the following (as required) in enough detail for another instructor 
About This to teach the course if they are familiar with the course content: 
Module 1. Present Module learning objectives. 

2. Discuss the key points of effective leadership: 
Change initiatives that fail 
Change driven !?om the top 
How to create conditions for change 
The role of a leader in bringing about change 

3. Answer any remaining questions. 

Exercise: What Conduct the exercise the purpose of which is to identify the qualities 
Makes a Good that a leader needs to bring about change in an organization. 
Leader Instructions: 

Insert instructions that the instructor must know to explain the exercise 
to the students and any special Guide required to facilitate the exercise. 

Results: 

Insert the appropriate answers/responses to the exercise. You may 
attach a copy of the exercise to the instructor guide with answers 
provided and make references to the copy. 

Case Study: Insert a brief description of the case study and its purpose. 
Insert Name Instructions: 

Insert instructions that the instructor must know to explain the case 
study to the students and any special Guide required to facilitate the 

---.. - -  
case study. 

Results: 

Insert the appropriate answers/responses to the case study. You may 
attach a copy of the case study to the instructor guide with answers 
provided and make references to the copy. 

Month Year 

I+ 



Module #5: Bringing about Change in Organizations 

Overview The module is a short overview of why it is better to change 
organizations from "bottom-up" and how to make employees, 
who maintain a sort-of passive attitude, more active while 
implementing change. It briefly discusses why most change 
initiatives fail and how to create conditions for change in 
organizations by empowering employees. 

Estimated Teaching 
Time 

Important Notes 
About This Module 

This module should take an hour to complete. 

Time for lecture portion: 15 minutes 

Exercise portion: 45 minutes 

OH 5-1,2 1. Present module objectives. 

OH 5-3 to 2. Discuss the key points of effective leadership: 

5-9 Change initiatives that fail 
Change driven &om the top 
How to create conditions for change 
The role of a leader in bringing about change 

3. Answer any remaining questions. 

OH 5-10 4. Conduct Exercise - What Makes a Good Leader 

Conduct the exercise the purpose of which is to identify the 
qualities that a leader needs to bring about change in an 
organization. 

OH 5-1 1 4. Summarize and answer questions about the module. 

2 Month Year 



* Course Title - Insrructor Guide 

Exercise: What Makes The purpose of this exercise is to identify the qualities that a 
a Good Leader leader needs to bring about change in an organization. 

Time: 20 minutes Instructions: 

+ Assign participants to groups of three or four participants. 
+ Refer participants to the Exercise: What Makes a Good 

Leader in their Participant Material and review the 
instructions. 

+ Divide the time accordingly. Allow each group 10 minutes 
for the final presentation. Five minutes is allowed for the 
presentation and five minutes for a question and answer 
period. 

4 Deduct the total presentation time from the allotted time for 
the exercise. Determine if the remaining class time is 
enough to complete the questions. If not, you may choose to 
assign the ratio calculations as homework. 

+ At the appointed time, begin the presentations to the entire 
group and collect the executive summaries after the 
presentation. 

+ Have the rest of the class who is not actively presenting at 
that time, role playing the part of the Supervisory Council. 
Encourage the Supervisory Council members to ask 
questions of the presenting team. At the end of each 
presentation have the members of the Supervisory Council 
score the presentation as to its: 

rn Depth of Analysis. 
rn Quality of Recommendations. 
rn Professionalism of the presentation. 

+ At the end calculate the points score and announce the 
winning team. 

Results: 
- -  

Based on the presentation, executive summary, and handling of 
the question and answer period, determine the group with the 
most accurate results. Review your perception of the various 
groups, and acknowledge each group for a significant point or 
recommendation, if possible. 
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BANKING-FINANCE ACADEMY 
TRAINING OF TRAINERT 

SUMMARY OF INSTRUCTOR CAPABILITIES AND EXPERTISE 
(As of December 11,2000) 

Revision Designer 

AssetlLiability Management 
Bank Cards 
Bank Exec 
Branch Management 
Capital Markets 
Conflict Resolution & Team Building 
Credit Analysis 
Credit Management 
Customer Service 
Financial Institution Analysis 
Foreign Exchange 
HRPersonnel Management 
lntemal Audit 
L4s 
International Banking 
International Payment System 
Letters of Credit & Trade Finance 
Marketing 
Mortgage Fmance 
Problem Asset Management 
Problem Loan Management 
Project Finance 
Risk Management 
S~ategic Planning 



BANKING-FINANCE ACADEMY 
TRAINNG OF TRAINERS 

SUMMARY OF INSTRUCTOR CAPABILITIES AND EXPERTISE 
(As of December 11,2000) 

Organization: 
Banken Training Project 
Miscellaneous 

Curriculum Development Skills: 
Excellent 
Better than average 
Slightly above average 
Slightly below average 
Below Average 
Poor 

Presentation ond Facilitation Skills: 
Excellent 
Better than average 
Slightly above average 
Slightly below average 
Below Average 
Poor 

Computer Skills: 
Excellent 
Bener than average 
Slightly above average 
Slightly below average 
Below Average 
Poor 

* Did not use the required Curriculum Development and Presentation Templates. 



BANRING-FINANCE ACADEMY 
TRAINING OF TRAINERS 

SUMMARY OF INSTRUCTOR CAPABILITIES AND EXPERTISE 
(As of December 11,2000) 

Course Instructor 
AssetiLiability Management 
Bank Cards 
Bank Exec 
Branch Management 
Capital Markets 
Conflict Resolution & Team Building 
Credit Analysis 
Credit Management 
Customer Service 
Financial lnstimtion Analysis 
Foreign Exchange 
HRPersonnel Management 
Internal Audit 
IAS 
International Banking 
International Payment System 
Letters of Credit & Trade Finance 
Marketing 
Mortgage Finance 
Problem Asset Management 
Problem Loan Management 
Project Finance 
Risk Management 
Suategic Planning 



BANKING-FINANCE ACADEMY 
TRAINING OF TRAINERT 

SUMMARY OF INSTR UCTOR CAPABILITIES AND EXPERTISE 
(As of December 11,2000) 

Curriculum Revision 
AssetlLiability Management 
Bank Cards 
Bank Exec 
Branch Management 
Capital Markets 
Conflict Resolution & Team Building 
Credit Analysis 
Credit Management 
Customer Service 
Financial Institution Analysis 
Foreign Exchange 
HRiPersonnel Management 
Internal Audit 
IAS 
International Banking 
International Payment Systm 
Letters of Credit & Trade Finance 
Marketing 
Mortgage Finance 
problem Asset Management 
Problem Loan Management 
Project F i c e  
Risk Management 
Strategic Planning 
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MEMORANDUM 

To Diane Minott Date November 9,2000 

From Diana Osinski cc Nino Jgamadze and Karen 
Westergaard 

Subject Banking Finance Academy Training Plan 

On November 1, we provided USAID with a copy of the Academy's proposed 2001 Training Plan. 
The plan consisted of statistics only and is listed below. As we discussed, you require additional 
detail. Therefore, I am attaching a brief summary for each course. As you know, the Academy has 
been in operation for almost four years and Barents has provided a majority of their programming. 
Effective January 1, the Academy will be seeking technical assistance so that they may continue to 
provide programs conducted by western experts. I realize that this is an ambitious Training Plan. 
Definitely, it will need to be scaled back as we realistically look at the available resources. 
Regardless, it is a starting point for discussion. 

On Saturday, I will leave for the States. I will be gone for two weeks. In my absence, Karen 
Westergaard will be managing the Academy. Regardless, I am reachable via e-mail at 
dosinski@kpmg.com. Finally, please contact Nino Jgamadze if you have any questions about the 
Training Plan after I leave. Nino is one of the Academy's Founders and worked closely with me to 
craft the attached documents. Nino is with TbilComBank and her mobile number is 55 38 72. 

Thank you for considering the Academy's training needs. I look forward to hearing from you! 

Participation Stafisfics 

I - Training Course Participation 
Marketing 

Strategic Planning for Marketing 
Distribution Channels 

Credit 
Problem Loan Management 
Credit Portfolio Management 
Investment Products Financing 

New Products 
E-Commerce for Banks and Companies 

Human Resource Management 
Advanced Human Resource Management 

Financial Accounting 
Banks ProfitiCost Centers 

Miscellaneous 
Banking for Enterprises 
Insurance (Industry and Products) 
Total 

*Note: Programs are in priority order. 

Training Total 
Events* Trained 



Strategic Planning for Marketing I 

Course Description 

Target Audience 

Prerequisite 

Course Topics 

Training Methodology 

Course Duration 

Course Frequency 

Maximum Participants 

Curriculum Development 
Assistance 

Presentation Assistance 

This course explains the purposes and importance of strategic planning 
for marketing. This course introduces participants to the principles and 
concepts of strategic planning for marketing to enhance the banking 
institutions' success. 

The course will be beneficial for the members of the bank's marketing 
management sector who take part in the process of developing 
marketing strategies. However, interested individuals would also 
benefit from attending. 

None. 

This ten day course will address the following topics, although the 
amount of time dedicated to each will depend on the interest and - 
participation of participants: 
+ Overview of the concept of strategic planning for marketing; 
* Importance of strategic planning for marketing; 
+ Strategic Planning Process; 
+ Difference between marketing strategy and marketing tactics; and 

Four elements of the marketing mix as the four most common 
sources of marketing strategy. 

Participative presentation with guided discussion and exercises. 

10 days (4 hoursI40 hours) 

3 courses per year. 

20 - 25 participants. 

Yes. 

Yes. 

Banking-Finance Academy Training Plan November 2000 
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I Distribution Channels 

Course Description 

Target Audience 

Prerequisite 

Course Topics 

Training Methodology 

Course Duration 

Course Frequency 

Maximum Participants 

Curriculum Development 
Assistance 

Presentation Assistance 

This course explains the purposes and importance of distribution 
channels in achieving sustainable strategic competitive advantage. 
The course describes some fundamental starting points for the 
distribution of financial services and how to design an effective delivery 
system that is based on the behavior, preferences, and expectations of 
the customer. This course will also introduce the participants to the 
large banking organizations'advantages in having the opportunity to 
test new distribution strategies with lower levels of risk than smaller 
banks. 

This course will be beneficial for the members of the bank's top 
management sector who take part in designing delively systems and 
need to make sound retail delivery system decisions. It will also be 
beneficial for the members of the bank's marketing management sector 
who take part in the process of developing marketing strategies. 

None, 

 his ten day course will address the following topics, although the 
amount of time dedicated to each will depend on the interest and 
participation of participants: 

General overview of delivery systems and networks; 
* Fundamental starting points for distribution of financial services; 
+ Conducting a marketing research for attempting to shape customer 

behavior by identifying what bank customers need and designing a 
delivery system that is based on the behavior, preferences, and 
expectations of the customer; 

+ Delivery systems - small banks vs. large banks; 
+ New delivery systems; ATMs and other bank technologies in the 

NIS countries; Electronic bill payment, etc.; and 
4 General overview of the delivery systems issues. 

Participative presentation with guided discussion and exercises, 

10 days (4 hours a day/40 hours). 

2 courses per year. 

20 - 25 participants. 

Yes. 

Yes. 

- 
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I Problem Loan Management I 

Course Description 

Target Audience 

K d  

Prerequisite 

.ri Course Topics 

Training Methodology 

Course Duration 

Course Frequency 

Maximum Participants 

Curriculum Development 
Assistance 

Presentation Assistance 

This course provides Georgian bankers with the range of alternatives 
and options in non-performing loan workout, recovery and liquidation. 
While some legal remedies may not exist under current Georgian law, 
recovery concepts outlined in this seminar can be applied to today's 
economic and financial environment in Georgia. 

This seminar is designed for senior credit officers and other bank 
managers who are primary decision-makers in determining methods for 
bank problem loan resolution including restructuring, working, asset 
disposition, provisioning and other key issues associated with the 
recovery of problem loans. 

Credit management coursework and work experience desirable. . 
This seminar covers the range of topics associated with the recovery of 
non-performing assets of financial institutions including: 
+ Understanding the banking infrastructure including access to 

information, the legal and regulatory environment, bank supervision 
concerns, capital sources and human resources available; 

+ Analyzing bank risk including credit strategy, asset-liability 
management, corporate governance, identification of problem 
assets and loan loss provisions; 

+ Recovering problem credits and launching a successful recovery 
function and oerformina sound financial analysis: . 

+ Evaluating rehabilitati& options including the analysis of cash flow, 
sales, workout documentation and monitoring and understanding 
rehabilitation piffalis and why rehabilitation fails; 

+ Evaluating liquidation options including analysis and valuation of 
collateral, understanding costs and problems of liquidation, 
preserving borrower cooperation, managing a bankruptcy and 
collecting from guarantors; and 

+ Managing the workout process and structuring the credit process to 
reduce future credit losses. 

Participative presentation with guided discussion and exercises. 

10 days (4 hours and day/40 hours). 

2 courses per year. 

20 - 25 participants. 

Yes. 

Yes. 

Banking-Finance Academy Training Plan November 2000 





Credit Portfolio Management I 
1 

Course Description 

Target Audience 

Prerequisite 

Course Topics 

Training Methodology 

Course Duration 

Course Frequency 

Maximum Participants 

Curriculum Development 
Assistance 

Presentation Assistance 

This seminar provides Georgian bankers description of risk 
management methodology for credit activities. It will provide tools for 
overcoming problems in credit portfolio management. The presented 
methodology corresponds to Georgian financial and economical 
environment. 

This seminar is designed for senior bank management and credit 
department managers who are primary decision-makers in portfolio 
structure. 

Credit management coursework and work experience 

This seminar will include following topics: 
+ Analysis of credit market; . 
+ Legal and regulatory environment for credit activity; 
+ Credit portfolio managemenf tools; 
+ Monitoring in credit portfolio risk management; and 
+ Diversification of credit portfolio by duration and industry. 

Participative presentation with guided discussion and exercises. 

10 days (4 hours a day/40 hours). 

3 courses per year. 

20 - 25 participants. 

Yes. 

Yes. 

Banking-Finance Academy Training Plan November 2000 





I 
lnvesfment Products Financing i 

Course Description 

Target Audience 

Prerequisite 

Course Topics 

Training Methodology 

Course Duration 

Course Frequency 

Maximum Participants 

Curriculum Development 
Assistance 

Presentation Assistance 

This course provides basic tools needed to manage investments and 
investment ~roiects to enhance their ultimate success. This course 
introduces jegal base for investments in Georgia, main concepts in 
investment policy, evaluation of investment projects and 
implementation of corresponding procedures. 

The course will be beneficial for investment funds, managers of banks' 
investment divisions, banks' senior management who take part in the 
process of developing banking strategies and future goals. 

None. 

This ten days course will address the following topics: 
t What is investment project and what differs it from loan; 
t Legal and regu la to~ environment for investment in Georgia; 
t Criteria for investment project's evaluation; 
+ Discounted cash-flow; 
t Present value, future value; 
t Important ratios and standards by industries; 
t Stages of implementation of investment projects; and 
t Example: from idea to implementation simulation. 

Participative presentation with guided discussion and exercises. 

10 days (4 hours a day/40 hours). 

2 courses per year. 

20 - 25 participants. 

Yes. 

Yes. 

Banking-Finance Academy Training Plan November 2000 





7 

E-Commerce for Banks and Companies I I 

Course Description 

Target Audience 

Prerequisite 

Course Topics 

Training Methodology 

Course Duration 

Course Frequency 

Maximum Participants 

Curriculum develop men^ 
Assistance 

Presentation Assistance 

This course describes the innumerable opportunities offered by an 
integrated e-business system. Specifically, there is tremendous 
potential for banks and companies to secure a competitive advantage 
through the Internet and conducting business on-line. This course will 
also discuss how banks and companies should put information on their 
web-sites to conduct successful business on the lnternet and how 
sophisticated E-Commerce site have to be as well as safety issues. 

The course will be beneficial for the members of the banks'and 
companies' senior management who take part in the process of 
developing banking strategies and future goals. However, interested 
individuals would also benefit from attending. 

Participants should be computer literate and should be familiar with 
lnternet surfing. Some experience in designing web-sites is also - . . 
desired. 

This ten day course will address the following topics, although the 
amount of time dedicated to each will depend on the interest and 
participation of participants: 
+ Introduction to E-Commerce; 
+ Outline of the full scope of E-Commerce; 
+ Successful existing models of E-Commerce; 
+ Companies creating E-Commerce solutions; 
+ Chart of E-Commerce solutions; 
+ Beyond order taking; 
+ Distribution techniques; and 
+ Doing business on-line and safety issues. 

Participative presentation with guided discussion and exercises. 

I0 days (4 hours a day/40 hours). 

3 courses per year. 

Yes. 

Yes. 
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Advanced Human Resources Management I 

Course Description 

Target Audience 

Prerequisite 

Course Topics 

Training Methodology 

Course Duration 

Course Frequency 

Maximum Participants 

Curriculum Development 
Assistance 

Presentation Assistance 

This course is designed to provide Georgian bankers with an advanced 
review of Human Resources Management. The course will discuss 
options and provide specific tools required to manage the bank's 
human resources for maximum productivity. 

This course is designed for will be beneficial for Directors and 
Managers of the Human Resources function. However, it will be also 
be beneficial for members of senior management setting the bank's 
strategy for human resource management. 

Basic Principles of Human Resources Management would be helpful. 

This advanced ten day course will address the following topics, 
although the amount of time dedicated to each will depend on the - 
interest and participation of participants: 

Attracting and selecting personnel to meet business goals; 
4 Designing and managing Compensation Plans to motivate staff to 

produce measurable results; 
+ besigning a Performance Management System that documents 

performance, specifies developmental needs and succession 
planning; and 

4 Designing a Development Program that establishes competencies 
for all departments and levels within each department. 

Participative presentation with guided discussion and exercises. 

10 days (4 hours a day/40 hours). 

2 courses per year. 

20 - 25 participants. 

Yes. 

Yes. 

- 
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i Banks ProfiVCost Centers I 

Course Description 

Target Audience 

Prerequisite 

Course Topics 

Training Methodology 

Course Duration 

Course Frequency 

Maximum Participants 

Curriculum Development 
Assistance 

Presentation Assistance 

This course explains the purpose of developing profiUcost centers in 
the bank. This course introduces participants to the principles and 
concepts of creating profivcost centers to enhance the banking 
institutions' success. 

The course will be beneficial for the members of the banks' 
management who take part in process of developing banking 
strategies, analysis of banking activities, developing motivation and 
bonus system. 

Basics of Accounting 

This ten day course will address the following topics: 
+ Principles and concepts of creating profiffcost centers; - 
+ Determination of profitable and unprofifable divisions; 
+ Sharing of fixed expenses between divisions; 
+ Relation of profitable divisions with unprofitable divisions; 
+ Influence of profitability to the employees' salaries; 
+ Models of bonus system; and 
+ Positive and negative sides of profitlcost centers. 

Participative presentation with guided discussion and exercises. 

10 days (4 hours a day/40 hours) 

3 courses per year. 

20 - 25 participants. 

Yes. 

Yes. 
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I Banking for Enterprises 
I 
I 

Course Description 

Prerequisite 1 None. 

This course explains the bank's role for enterprises and provides basic 
information about bank activities. The course will introduce participants 
to the bank system, banking services, operations, credit lines facilities, 
main concepts of presenting financial documentation to the bank for 
loan application. 

Target Audience 

Course Topics I This ten day course will address the following topics, although the 
amount of time dedicated to each will depend on the interest and 

The course will be beneficial for the owners of private enterprises and 
managers of companies. 

Training Methodology 

Course Duration 

Course Frequency 

Maximum Participants 

Curriculum Development 
Assistance 

Presentation Assistance 

participation of participants: - 
6 Overview of bank system in Georgia; 
+ Overview of bank services; 
t Credit line facilities; 
+ Explanation of interest rates; 
+ Financial documentation; 
+ Confidence in presenting documents; 
+ Relation between cash-flow statement balance sheet and P/L 

statement; and 
+ Prediction of cash-flow. 

Participative presentation with guided discussion and exercises 

10 days (4 hours a day/40 hours). 

3 courses per year. 

20 - 25 participants. 

Yes. 

Yes. 
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Insurance (Industry and Products) 

Course Description 

Target Audience 

Prerequisite 

Course Topics 

Training Methodology 

Course Duration 

Course Frequency 

Maximum Participants 

Curriculum Development 
Assistance 

Presentation Assistance 

This course will infroduce insurance services and products and possible 
co-operation between insurance companies and banks, as well as 
insurance companies and enterprises. 

This course will be beneficial for the managers of banks, heads of 
customer service and credit departments in the bank and managers of 
companies. 

None. 

This ten day course will address the following topics: 
lnsurance industly; 
lnsurance companies in Georgia; 
lnsurance services and products; 
Co-operation between insurance company and bank; 
Co-operation between insurance company and enterprise. 
lnsurance tenns and conditions; and 
Types of the mandatoty insurance. 

Participative presentation with guided discussion and exercises. 

10 days (4 hours a day/40 hours). 

2 courses per year. 

20 - 25 participants. 

Yes. 

Yes 
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Consolidated Budget for Banking Finance Academy 2001 
~ o o p e r i t i o n  Agreement Banking a n d  Capital Markets 

CAPITAL MARKETS TRAINING (USAID Funded) BANKING TRAINING (Academy Funded) 

Capital Markets Revenue and Participation Statistics Banking Revenue and Participation Statistics 

I -Training Course Participation 
Back Office Operations 
Basics of Accounting 
Basics Principles of Financial Accounting (IAS) 
Brokerage Company Accounting 
Brokerage Company Funclions 
Compliance Seminar 
Issuers Workshop 
Law Workshop 
Operations of the lnvestment Industry 
Overview of the Capital Market tndustly 
Research Department 
Sales Division (Markeling) 
Trading Function 
Training of TrainerslCumculum Development 
Training of TrainerslPresentation and Facilitation 

Revenue Capital Markets C0~rseS 

Training 
Events 

2 
2 
2 
2 
2 
2 
4 
4 
2 
2 
2 
2 
2 
1 
1 

Total 
Trained 

30 
30 
30 
30 
30 
30 
60 
60 
30 
30 
30 
30 
30 
15 
15 

I -Training Course Participation 
Forelgn lnstructors 
Distribution Channels 
Problem Loan Management 
Credit Portfolio Management 
Investment Products Financing 
E-Mmmerce 
Advanced Human Resources Management 
Banks ProfiVCost Centers 
Banking for Enterprises 
Insurance and Insurance Products 
Georgian Instructors 
Basic Priciples of Financial Accounting (IAS) 
Operations of the Investment Industry 
Training of TrainerslCurriculum Development 
Training of TrainersIPresentai'mn and Facilitalion 
Strategic Planning for Marketing 
Foreign Exchange 
Letters of Credit 
Al M . 

C 32 1 480 1 0 1 Revenue Banking Courses 

USAID-Funded Fixed Exoenses Banking Program Fixed Exoenses - -  - . 

I -Fixed Office Expanses 
Office Rent 

Monthly Annually 

I 1.700( 20.400 
~~~ 

L 

Training 
Revenue 

375 
375 , 375 
375 

750 
375 

0 
0 

750 
750 
375 

Utilities (electricity, water, phones, fuel) t 4001 4.800 
Slafl Salaries (Including 32% Social Costs) I 

Director 19.008 
Capifal MarketsTraining Manager 1,000 12.000 
Banking Training Manager 12.000 

Accounlani (Half-Time) 
Oftice/Training Assistant (Banking) 

Tralnlng Total 
Events Trained 

I -Fixed OMce Expenses 
(Funded by USAID thmugh Capital Markets Assistance) 



Consolidated Budget for Banking Finance Academy 2001 
~ooper 'at ion Agreement Banking a n d  Capital Markets 

CAPITAL MARKETS TRAINING (USAID Funded) BANKING TRAINING (Academy Funded) 

Officflraining Assistant (Capital Markets) 
Technical AssistanVDIiver 
Ofrice Maintainance 
Security Guard (Day) 
Securily Guard (Night 1) 
Securily Guard (Night 2) 

Stationary and Office Supplies 
Kitchen Supplies 
Office Supplies (print.. copying. mainten.) 
Computer Expenses (Internet and Mainatence) 
Miscellaneous 

Subtotal 

Capital Markets Curriculum Development Expenses 
II - Currlculum DevelopmenURevlsion Expenses 

Back Office Operations 
Basics of Accounting 
Basics Principles of Financial Accounting (IAS) 
Brokerage Company Accounting 
Brokerage Company Functions 
Compliance Seminar 
Issuers Workshop 
Law Workshop 
Operations of the Investment Industry 
Ove~iew of the Capital Market Industry 
Research Department 
Sales Division (Marketing) 
Trading Function 
Training of Trainers/Curriculum Development 
Training of TrainerslPresentation and Facilitation 
Subtotal 

Capital Markets Training Course Delivery Expenses 

111 -Training Course Delivery 
Instructor Salaries 

Subtotal 

Banking Curriculum Development Expenses 
II - Currlculum DevelopmenVRevlslon Expenses 

Problem Loan Management 
Credit Podfolio Management 
Banking for Enterprises 
Strategic Planning for Marketing 
Foreign Exchange 
Letters of Credit 
ALM 

Subtotal I I 7,500) 

Bank Training Course Delivery Expenses 

Ill -Training Course Detlvery 
Foreign Instructors Material ~ r a n s l a t i o n l l n t e r p r e t ~  



Consolidated Budget for Banking Finance Academy 2001 
~oopt+ation Agreement Banking a n d  Capital Markets 

CAPITAL MARKETS TRAINING (USAID Funded) 

Back Office Operations 
Basics of Accounting 
Basics Principles of Financial Accounting (IAS) 
Brokerage Company Accounting 
Brokerage Company Functions 
Compliance Seminar 
Issuers Workshop 
Law Workshop 
Operations of the lnvestment Industry 
Overview of the Capital Market Industry 
Research Deparfment 
Sales Division (Marketing) 
Trading Function 
Training of TraineWCummculum Development 
Training of Trainerflresentation and Facilitetion 

Printing and Binding 
Materials and Supplies 
Coffee Breaks 
Marketing, Advertising and Publicity 

Subtotal 

BANKING TRAINING (Academy Funded) 

Distribution Channels 
Problem Loan Management 
Credit Portfolio Management 
lnvestment Products Financing 
E-Commerce 
Advanced Human Resources Management 
Banks ProtiUCost Centers 
Banking for Enterprises 
Insurance and Insurance Products 

Georgian Instructon' Salaries 
Basic Priciples of Financial Accounting (IAS) 
Operations of the Investment Industry 
Training of TrainerslCurriculum Development 
Training of Traine~dPresentation and Facilitation 
Strategic Planning for Marketing 
Foreign Exchange 
Leners of Credit 
Printing and Binding ($2%pa1l. less prepay) 
Materials and Supplies 
Marketing. Advertising and Publicity 
Subtotal 



I g L E Y L L L L e E L k e I Y C I E 

BANKING-FINANCE ACADEM Y/CAPITAL MARKET TRAINING WORKPLAN 

BankinglCapital Markets Cooperation Activity 
Define Management Structure 
lob Descriptions Drafted 
Job Descriptions Review and Approved 
Position Advertisements 
Appli~atiodCV Review (Determine Candidates to be Interviewed) 
Interview Applicants 
Select IndividualdExtend Offers 
Orientation 
Business Plan Development 
Business Plan Review and Approval 

AEDIUSAID Training Activity (BsnWng and/or CspiUl Markets) 
Conduct donor funded course I 
Conduct donor funded course 2 
Conduct donor funded course 3 
Conduct donor funded course 4 
Conduct donor funded course 5 

Materials Revision (BsnkinglCourse 1) 
Form Training Adviroiy Board 
Identify courser to be revised 
Form Review T e a m  
DraR Course Design WorksheeUCourse 1 
Training Advisory Board approves Course DesigdCoune I 
Dran Module Design WorksheeUCourse I 
Training Advisory Board approves Module DesigdCourse I 
First DraR Participant GuideICourse i 
Second DraR Participant GuidelCourse I 
Training Advisory Board approves Panicipant GuiddCaurse I 
Firs Draft OverheaddCourse I 
Second Draft Overheads/Course I 
Training Advisory Board approves OverheaddCourse I 
Training Advisory Board approves OverheaddCourse I 
First DraR Leader's GuiddCourse I 
Second Dran Leader's GuideICourse I 
Training Advisory Board approves Leader's GuiddCourSe I 
Conduct Course I 

(As of November 13,2000) 

JANUARY FEBRUARY MARCH APRIL MAY JUNE 
-30 1 - 1 5  16-31  1 - 1 5  16 -30  



BANKINEFINANCE ACADEMY/CAPITAL MARKET TRAINING WORKPLAN 
(As of November 13,2000) 

Materials Revision (Capital MarketPICourse 1) 
Form Training Advisory Board 
Idenlily comes  to be revised 
Form Review Teams 
DraR Coune Design WorksheedCourse I 
Training Advisory Board approves Course DerignlCoune I 
Draft Module Desirm WorksheeUCourse I - 
Training Advisory Board approves Module DerignlCaunc I 
Fint Draft Participant GuiddCoune I 
Second Draft Participant GuiddCounc I 
Training Advisory Board approves Participant GuiddCoune I 
First Draft OverheaddCovne 1 
Second DraR OverheaddCoune I 
Training Advisory Board approvw OverheadKoune I 
Training Advisory Board approves OverheaddCoune I 
Fin1 Draft Leader's GuideKoune I 
Second Draft Leadefs GuiddCoune I 
Training Advisory Board approves Leader's GuiddCaune I 
Conduct Coune I 

Mstorisls Revision (BmWnglCourse 2) 
Draft Coune Design WorkshecUCoune 2 
Training Advisory Board approves Coune DesigdCaune 2 
Dran Module Design WorksheetlCoune 2 
Training Advisory Board approves Module DesigdCoune 2 
Fin1 Draft Panicipant GuiddCourse 2 
Second Draft Panicipanl GuiddCourse 2 
Training Advisory Board approves Participant GuiddCoune 2 
First Dran OverheadsICnune 2 
Second Draft OverheaddCourse 2 
Training Advisory Board approves OverheaddCourse 2 
Training Advisory Board approves Overhcads/Course 2 
Fint Dran Leader's GuideKoune 2 
Second Draft Leader's GuidelCourse 2 
Training Advisory Board approves Leader's GuidclCoune 2 
Conduct Coune 2 

JANUARY FEBRUARY MARCH APRIL MAY JUNE 
-15  16-30 1 - 1 5  16-31 1 - 1 5  16-30 



BANKING-FINANCE ACADEMYXAPITAL MARKET TRAINING WORKPLAN 
(As of November 13,2000) 

JANUARY FEBRUARY MARCH APRII. MAY JUNE 

Mnlrrials Revision (Cspitsl MarkeUICoume 2) 
Dran Coune Design WorksheelKourse 2 
Training Advisory Board approves Coune DesignlCourse 2 
Dran Module Design WorksheeUCourse 2 
Training Advisory Board approves Module DesignlCourse 2 
Fin1 B a n  Participanl GuidelCoune 2 
Second Draft Participant GuidelCoune 2 
Training Advisory Board approves Participant GuidcKourse 2 
Fist Dran OverhcadsJCoune 2 
Second Draft OverheaddCoune 2 
Training Advisory Board approves OverheaddCourse 2 
Training Advisory Board approves OverheaddCounc 2 
Fin1 B a n  Leader's GuidelCoune 2 
Second Draft Leader's Guidc/Caune 2 
Training Advisory Board approves Leader's Guidc/Counc 2 
Conducl Counc 2 
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PROGRAM CHECKLIST 

WEEK OF: 

I - ( .  ATFCORIFq I ITEMS I RESPONSIBLE I COMMENTS I 
L,..---...-- I - - -. . - - 

( Verification Data 
8 -  . lure arrangement / Roland . . . > MalkhadRoland 

MalkhadRoland 
MalkhadRoland 
MalkhadRoland 

- 

.~ ~ ...... 

~ 

MalkhadRoland 
x r a v n  paper Roland 
Temperature Roland 
Coffee break area Shura 

Shura 

m m l  
Equipment ( thp ChartImarKers) 
Equipment (overheadlscreen) 
Equipment (computer projector) 

Vera/Malkhaz 
nanaouts Vera/Malkhaz 
Transparencies Vera/Malkhaz 
Timesheet Vera 

Equipment (generatorlgas) 
Calculators 

8 , .  . .  

Attendance sheet Vera 
Tent cards Vera 
Participant guides Vera/Malkhaz 
Evaluation form Verahlalkhaz 
Translator Tamuna 
Class sign Vera 
Bathroom sign Vera 



BANKING-FINANCE ACADEMY 
PROGRAM CHECKLIST 

Client Name: 

Meeting Date: 

Attachments: 

Items 
Registratiodsign-in Table 

Client Request 
A registration desk will be provided in front of Classroom 1. 

Attendance List 

Tent Cards 

Room set-up 

Materials I Participant guide for 35 participants. Flat master already 

List of participants will be provided and we will create 
Attendance List. 
List of participants will be provided and we will create Tent 
Cards. 
Classroom 1, classroom style, set for 35 participants. 

I 

I provided and materials are ready. 
Refreshments I Lunch and two coffee breaks dailv. See attached lunch 

Equipment 

menu. Lunch and coffee breaks will be in Classroom 2. 
Lunch will be ready at 12:30-14:OO each day. Breaks will 
be readv at 11:OO and 15:30 each dav. 

Overhead projector and flip chart. 

Notice: The Academy is located within the Composer's Union. At times, individuals will 
practice for an upcoming concert. Therefore, it is possible that you may occasionally hear piano 
music. 

Accepted by: Date: 
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Banking-Finance Academy 

123 Agmashenebeli Avenue Phone: 99 98 501 94 26 04 
znd floor Fax: 99 98 50 
Tbilisi, Georgia e-mail: barents@access.sanet.ge 

October 20,2000 

Enclosed you will find an Enrollment Application Form and a short summary of a course to be delivered by 
the Banking-Finance Academy. Our fourth seminar for the 2000-2001 calendar year will be Organization 
Development and Managing Change. This interactive seminar is for senior-level bank managers who want 
to expand their management skills and ability to be true leaders in a changing and developing economic 
environment. It will allow senior bankers to discuss the challenges they face in managing change with their 
colleagues. 

Andrew Masiuk will facilitate the course. Mr. Masiuk taught Organization Development in university 
management programs as well as executive seminars at the following institutions: West Chester State 
University, Pennsylvania; Simmons College, Boston and the International Institute for Management 
Development, Switzerland. He holds MBA degree from Wharton Business School, MSS from Bryn Mawr 
University and BS from LaSalle University. Mr. Masiuk will teach the course starting on Friday, November 
3 to Thursday, November 9 from 9:30 to 13:30. 

Please complete and return a form for each person you wish to send from your bankbranch to the following 
address: 

Banking-Finance Academy 
123 Agmashenebeli Street, 2nd floor 

Tbilisi, Georgia 

Or, you can fax the form to the Academy at 99 98 SO. 

The maximum number of total attendees will be IS. The maximum number from each bankmranch will be 
two unless there is space available. Please return the enrollment form on or before Wednesday, October 3 1. 

Should you have any questions regarding the course, please call Dato Asanidze at 899 505 406 or 99 98 SO. 
If you have questions about the Academy, please contact me at 99 98 50. 

Sincerely, 

Diana M. Osinski 
Training Consultant 



Organization Development and Managing Change 

Course Description 

Target Audience 

Prerequisite 

Course Topics 

Instructor 

This seminar is designed specifically for senior bankers who 
want to take the lead in managing their banks through the 
challenges presented by economic transition in countries like 
Georgia. It is an interactive seminar to allow senior bankers to 
discuss the challenges in managing change with their 
colleagues, facilitated by a specialist in executive management 
education. 

This seminar is for senior-level bank managers who want to 
expand their management skills and ability to be true leaders in 
a changing and developing economic environment. 

Willingness to spend an hour each evening to read adicles and 
cases designed to expand a bank executive's ability to think 
critically and "outside of the box." 

The course generally addresses management issues that are 
qualitative and thought provoking. These include: 

Understanding the role of the individual in organizations and 
the impact they have on organizational culture; 
Understanding the dynamics of organizations; 

4 Managing change; 
Creating an organizational culture; 
Developing true leadership skills; 
Managing conflict; 

4 The impact of technology in organizational development; 
and 
Managing to a strategic vision. 

Andrew I. Masiuk was the Director General of the lnternational 
Management Institute in Kyiv (1992-1997). He taught 
Organization Development in university management programs 
as well as in executive seminars at the following institutions: 
West Chester State University, Pennsylvania; Simmons College 
Boston and the lnternational Institute for Management 
Development, Switzerland. Mr. Masiuk was a materials 
manager with international responsibility at Digital Equipment 
Corporation (1986-1989) and an educator with their 
management development program (1981-1986). 

Education: MBA (Management and Finance) Wharton Business 
School; MSS (Psychology) Bryn Mawr University; and BS 
(Engineering and Sociology) - LaSalle University. 

Banking-Finance Academy Training Program October 2000 



id Organ~zatron Development and Managing Change 

id Training Methodology 

Course Duration 

Maximum 
Participants 

Course Materials 

Course Dates and 
Time 

Course Fee 

Completely participative; very little formal presentation and 
lecture. Discussion of articles and subject maffer under the 
facilitation of the instructor. 

5 half-days (4 hours a day/20 hours). 

The course consists of the following components: 
+ Articles and cases applicable to subject matte,: 

Monday, November 6 to Friday, November 10 
9:30 - 13:30 

50 GEL per person. 

Banking-Finance Academy Training Program October 2000 



a), 

Banking-Finance Academy 
Enrollment Application Form 

Participant lnformation 
Family Name First Name Middle Name 

3 

Title (Position in Bank) 

111 Department Branch 

Work Telephone Work Fax 
w 

Work Mobrle Telephone Work E-mail 

m 

Bank lnformation 
* Bank Name 

Manager's Name Manager's Title 
d 

Manager's Telephone Manager's Far 

Manager S Mobile Telephone Manager's E-mail 

Course Information 
Name of Course 

w 
Start Date Duration 

ka 

d Signature of Authorized Person Date 

Banking-Academy Payment Policy - The Enrollment Application Fonn along with the course fee of 50 
d GEL should be delivered to the following address prior to the start of the course: 

Banking-Finance Academy 
123 Apashenebeli Street, 2"d floor 

Tbilisi, Georgia 

Enrollment Application Forms can be delivered through courier service or sent via fax at 99 98 50. 

m 
For Banking-Finance Academy Use Only: 
Payment: 
Payment Recewed: By: Rece~pt Sent: 
Processed by: Date: - 

irl 
1 w 



BANKINGFINANCE ACADEMY PARTICIPANTS 

Listed below is demographic information that we are collecting to profle the Banking-Finance Academy 
Participants. This information is completely anonymous. Please read and complete this questionnaire. 

Question 
What is your age? 

What is your sex? 

How long have you been working in the Georgian banking 
industry? 

What is your field of expertise? 

How long have you been with your current bank? 

How long have you been in current position? 

What department do you work in? 

What is your title? 

Please circle the correct answer. 
1. Under 20 
2. 20-25 
3. 26- 30 
4. 3 1 - 3 5  
5. 35-40 
6. Over 40 
1. Male 
2. Female 
1. Less than one year 
2. One to two years 
3. Two to five years 
4. More than five years 
1. Lending 
2. Foreign Exchange 
3. Internal Audit 
4. Payment Systems/Accounting 
5. Operations 
6. Assetniability Management 
7. Management 
8. OtherISpecify 
1. Less than one year 
2. One to two years 
3. Two to five years 
4. More than five years 
1. Less than one year 
2. One to two years 
3. Two to five years 
4. More than five years 
1. Lending 
2. Foreign Exchange 
3. Internal Audit 
4. Payment SystemdAccounting 
6. Operational Department 
7. Assetniability Management 
8. Management 
1. Chairman 
2. Deputy Chairman 
3. Branch Manager 
4. Deputy Manager 
5. Department Head 
6. Leading Specialist 
7. Senior Specialist 
8. Specialist 
9. OthedSpecify: 



3.  ranch Manager 
4. Deputy Manager 
5. Department Head 

Question Please circle the correct answer. 
What is the title of the person that you report to? 

irnat is your level of proficiency? 

1. Chairman 
2. De~utv  Chairman 

What languages do you use to conduct your work? 

what is your level of proficiency (read, write and speak)? 
Georgian 
Russian 
English 

Word 
Excel 
Access 
PowerPoint 
Lotus 
Lotus Notes 

6. 0 t h e r l ~ ~ e c i f ~ :  
1. Georgian only 
2. Georgian and Russian 
3. Georgian, Russian and English 

Low (Proficiencv) Hieh 
1 2 3 4 5 6  
1 2 3 4 5 6  
1 2 3 4 5 6  

Specialty Software: 
#hat is the highest degree you have obtained? 

What software do you use to condur* ',nllr work7 1. Word 
(Please circle all 

What is your degree specialty? 

Where did you get your degree? 

What is your monthly salary? 

;. Lotus 
i. Lotus Notes 
7. Specialty Software: 
Low (Proficiencv) Hieh 
1 2 3 4 5 6  
1 2 3 4 5 6  
1 2 3 4 5 6  
1 2 3 4 5 6  
1 2 3 4 5 6  
1 2 3 4 5 6  
1 2 3 4 5 6  

1. Bachelor DegreeiDiploma 
2. Master's Degree 
3. Candidate 
4. Ph.D. 
1. Economics 
2. Engineerinflechnical 
3. Mathematics 
4. statistics 
5. Computer Science 
6. Other/Specify 
1. Georgia 
2. CIS 
3. Eastern and Ceneal Europe 
4. Western Europe 
5. United Kingdom 
6 .  United StateslCanada 
7. ~ t h e r ~ ~ p e c i f y  
1. Up to 100 GEL 
2. 101 - 500 GEL 
3. 501 - 1,000 GEL 
4. 1,001 - 1,500 GEL 
5. 1,501 - 2,000 GEL 
6. More than 2,000 GEL 
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Human Resources Policies Manual 

Banking-Finance Academy 
Tbilisi, Georgia 

December, 2000 



Human Resources Policles Manual 

TABLE OF CONTENTS 

HUMAN RESOURCES RESPONSIBlLlTIES 

........................... H W N  RESOURCES POLICIES 100 

.......................... ACADEMY DIRECTOR'S LETTER 1 0 1  

............................ FUNCTIONS OF THIS MANUAL 1 0 2  

EMPLOYEE SUPERVISION ................................. 1 0 3  

ACADEMY DIRECTOR .................................... 1 0 4  

.......... CODE OF EMPLOYER-EMPLOYEE RELATIONS 1 0 5  

EMPLOYMENT 

.................. A PRODUCTIVE WORK ENVIRONMENT 201 

HIRING ...................................................... 202 

............................. EMPLOYMENT AGREEMENTS 203 

............................ ORIENTATION AND TRAINING 204 

MEDICAL PROCEDURES ................................... 205 

. 
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Human Resources Policies Manual 

EMPLOYEE BENEFITS 

DISCLOSL~RE OF BENEFITS ................................ 501 

VACATION .................................................. 502 

HOLIDAY ................................................... 503 

ACADEMY PREMISES AND WORK AREAS 

MAINTENANCE OF WORK AREAS ........................ 601 
PERSONAL PROPERTY ..................................... 602 

SOLICITATION .............................................. 603 
SECURITY ................................................... 604 

SMOKING .................................................. 605 

MSENCE FROM WORK 

ATTENDANCE AND PUNCTUALITY ....................... 701 

SHORT-TERM ABSENCES ................................. 702 
MEAL BREAKS ............................................. 703 

PERSONAL CONDUCT 

BEHAVIOR OF EMPLOYEES ................................ 801 

PERSONAL APPEARANCE OF EMPLOYEES ............... 802 

CUSTOMER RELATIONS ................................... 804 

USE OF COMMUNICATION SYSTEMS ..................... 805 

CONFLICTS OF INTEREST .................................. 806 . 
CONFIDENTIAL NATURE OF ACADEMY AFFAIRS ....... 807 

DISCIPLMARY PROCEDURE ............................... 808 

DRUGS, NARCOTICS, AND ALCOHOL .................... 809 
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POLICY 100 HUMAN RESOURCES POLICIES 

PROPERTY OF BANKING-FINANCE ACADEMY 

Copy No. 

1, (employee), acknowledge receipt of this 
Manual and that I am responsible for knowing its contents and keeping it updated. I 
also understand that this Manual is Banking-Finance Academy property that must be 
returned to the Academy Director when I leave this Academy. 

I further understand that this Manual does not create a contract with the 
Academy for any purpose and that the provisions of this Manual may be modified or 
eliminated at any time. 

Issued To: 

Signed: 
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POLICY 101 ACADEMY DIRECTOR'S LETTER 

(Date) 

To: All Employees 

Re: Human Resources Policies 

This Manual has been prepared as a guide and reference for all employees. The 
Manual has the unqualified approval of the Banking-Finance Academy Founders. 

We believe that it is in the best interest of the Academy and our employees to 
have written human resources policies to help the Academy meet our mission statement, 
to prevent misunderstandings and problems, and to ensure that all employees know 
what is expected of them. It is essential that all members of management understand - 
the role of these policies in meeting the Academy's objectives and in limiting our legal 
exposure. 

Any policy, however, is only as good as its implementation. All employees are 
essential to effective policy implementation. You are the individuals who must 
translate these ideas and principles into action. We depend upon you for the successful 
development of a productive, legal, and harmonious working environment. 

Accordingly, I request that you thoroughly familiarize yourself with the contents 
of this Manual so that all human resources policies of the Academy may be 
administered fairly and effectively. 

Banking-Finance Academy Director 
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POLICY 102 FUNCTIONS OF THIS MANUAL 

POLICY: 

It is the policy of the Academy that this Manual should be used as an outline of 
the basic human resources policies, practices, and procedures for the Academy. 

Comment: 

(1) This Manual contains general statements of Academy policy and should not 
be read as including the details of each policy. In addition, this Manual should not be 
interpreted as forming an express or implied contract or promise that the policies 
discussed in it will be applied in all cases. The Academy may add to the policies in the 
Manual or revoke or modify them from time to time. It will try to keep the Manual ' 

current, but there may be times when policy will change before this material can be 
revised. 

(2) All Manuals are Academy property and are assigned to the job position and 
not to the individual. The Academy Director is responsible for distribution of the 
Manuals to employees. All Manuals must be returned to the Academy Director upon 
termination of employment. 

(3) The Founders, with the Academy Director, will review and authorize 
changes in the Academy's human resources policies. Employees are encouraged to 
recommend changes or new policies. The Academy Director is responsible for 
disseminating new policy information. 

(4) Employees should refer to the Manual whenever questions of policy 
interpretation or implementation arise. 

( 5 )  As used in the Manual: 

(a) The masculine gender should be interpreted to include the feminine 
gender (in English); 

@) "Academy Director" means the individual with the authority to assign, 
direct, and review the work of employees; and 

(c) "Immediate family" means the employee's spouse, brother, sister, 
parent, child, stepchild, father-in-law, mother-in-law, sister-in-law, brother-in-law, 
daughter-in-law, son-in-law, and any other member of the employee's household. 
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POLICY 103 EMPLOYEE SUPERVISION 

Policy: 

It is the policy of the Academy that the work of all employees will be assigned, 
directed, and reviewed by the Academy Director. Employees ordinarily will have only 
one person to whom they report. 

Comment: 

(1) The Academy Director is expected to communicate the goals and policies of 
the Academy to the employees they supenise. They also are expected to communicate 
to Founders the attitudes, suggestions, and complaints of the employees. 

(2) In addition to mastering the technical skills needed in their work unit, the 
Academy Director must be able to lead and motivate their employees to do their best 
work. Thus, The Academy Director should be prepared to: 

(a) Treat employees as individuals; 

(b) Give recognition for good performance and provide guidance when 
improvement is needed; - 

(c) Explain in advance when and why changes are necessary; 

(d) Recommend employees with growth potential for promotion, even if it 
means losing them to other work units; 

(e) Show integrity by admitting mistakes instead of shifting the blame to 
others; 

(f) Be impartial and let employees know the reasons for decisions, 
especially those that might be interpreted as unfair; 

(g) Demonstrate a desire for good performance by setting work goals and 
standards for employees; 

(h) Create a feeling of teamwork among employees; and 

(i) Set good examples by holding themselves to the standards of conduct 
and performance that they demand of their employees. 

(3) The Academy Director is responsible for ensuring that management's goals 
for employee conduct and performance are achieved and that the human resources 
policies established by this Manual are implemented. Therefore, The Academy 
Director' duties include: 

(a) Recommending the hiring of Human Resources and overseeing special 
job training (see HIRING, Policy 202; and ORIENTATION AND TRAINING, Policy 
204); 

(b) Keeping employees informed about their work assignments, work 
progress, and opportunities for advancement (see PROMOTION, Policy 208); 
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(c) Evaluating the performance of introductory employees, regular 
employees, and employees who are being considered for termination (see 
INTRODUCTORY PERIOD, Policy 206; PERFORMANCE APPRAISALS, Policy 302; and 
TERMINATION OF EMPLOYMENT, Policy 21 I); 

(d) Recommending salary adjustments, promotions, transfers, and 
termination of employees (see SALARY ADM~NISTRATION, Policy 301; 
PROMOTION, Policy 208; TRANSFER, Policy 207; and TERMINATION OF 
EMPLOYMENT, Policy 21 1); 

(e) Scheduling vacations and lunch and rest breaks (see VACATIONS, 
Policy 502; and MEAL BREAKS, Policy 703); 

( f )  Approving meal allowances and reimbursement of employee expenses 
(see REIM~URSEMENT OF EMPLOYEE EXPENSES, Section 400); 

(g) Controlling absenteeism and tardiness and approving requests for time 
off (see ABSENCE FROM WORK, Section 700); 

(h) Verifying employee time cards and scheduling overtime when 
necessary(see HOURS OF WORK, Policy 209); 

(i) Recommending job elimination when appropriate (see LAYOFF, Policy 
210); - 

6 )  Complying with applicable laws and regulations of the Republic of 
Georgia (see REPUBLIC OF GEORGIA HUMAN RESOURCES POLICIES); 

Q Maintaining neat and orderly work areas (see MAINTENANCE OF WORK 
AREAS, Policy 602); 

(1) Implementing suggestion, disciplinary, and problem review procedures 
(see EMPLOYEE SUGGESTIONS, Policy 901; DISCIPLINARY PROCEDURE, Policy 808; 
and DISPUTE RESOLUTION, Policy 902); and 

(m) Ensuring that all rules and regulations are observed by employees (see 
BEHAVIOR OF EMPLOYEES, Policy 801). 

(4) The activities described in this policy are only guidelines and should not be 
considered as creating a contract or promise, express or implied, to employees that the 
Academy Director will in each case perform any or all of the activities or that those 
activities will be performed the same way in each case unless specified in an 
employee's Employment Agreement. 
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POLICY 104 ACADEMY DIRECTOR 

Policy: 

It is the policy of the Academy that the Academy Director functions as the head of 
Human Resources and is responsible to the Founders. 

Comment: 

(1) The Academy Director is responsible for handling the Academy's human 
resources function and, in that capacity, serves as a senior consultant to Founders on all 
matters concerning human resource management. In addition, the Academy Director 
develops, communicates, and carries out the Academy's human resources policies. 

(2) The Academy Director's responsibilities include the following: 

(a) Planning and formulating general human resources policies, including 
workforce planning; 

@) Overseeing compliance with all human resources laws and regulations 
of the Republic of Georgia (see REPUBLIC OF GEORGIA HUMAN 
RESOURCES POLICIES; 

(c) Overseeing recruiting, interviewing, testing, selection, placement, and - 
orientation of new employees (see HIRING, Policy 202; and ORIENTATION AND 
TRAINING, Policy 204); 

(d) Implementing special education, counseling, training, and development 
programs (see ORIENTATION AND TRAINING, Policy 204); 

(e) Coordinating the appraisal, transfer, promotion, layoff, recall, 
demotion, and termination of employees (see TRANSFER, Policy 207; PROMOTION, 
Policy 208; LAYOFF, Policy 210; and TERMINATION OF EMPLOYMENT, Policy 21 1); 

(f) Administering compensation programs for both exempt and 
nonexempt employees (see HOURS OF WORK, Policy 209; SALARY 
ADMINISTRATION, Policy 301; and PAY PROCEDURES, Policy 305); 

(g) Administering employee benefit plans and programs and the disclosure 
of information concerning benefits to employees (see EMPLOYEE BENEFITS, 
Section 500); 

@) Implementing appropriate disciplinary and grievance procedures (see; 
DISCIPLINARY PROCEDURE, Policy 808; and DISPUTE RESOLUTION, Policy 902); 
and 

(i) Maintaining Human Resources records and evaluating Human 
Resources programs and policies (see HUMAN RESOURCES RECORDS, Policy 900). 
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POLICY 105 CODE O F  EMPLOYER-EMPLOYEE RELATIONS 

Policy: 

It is the policy of the Academy to implement fair and effective human resources 
policies and to require all employees to support the Academy's best interests. 

Comment: 

(1) The Academy is committed to a mutually rewarding and direct relationship 
with its employees without the intervention of outside groups. Thus, the Academy 
attempts to: 

(a) Provide equal employment opportunity and treatment regardless of 
race, religion, color, sex, age, national origin, disability, or military status 

(b) Provide compensation and benefits commensurate with the work 
performed (see PAY PRACTICES, Section 300); 

(c) Establish reasonable hours of work based on the Academy's 
production and service needs (see Horns of WORK, Policy 209); 

(d) Monitor and comply with applicable Republic of Georgia laws and - 
regulations concerning employee safety; 

(e) Offer training opportunities for those whose talents or needs justify the 
training (see ORIENTA~ON AND TRAINING, Policy 204); 

( f )  Be receptive to constructive suggestions about job duties, working 
conditions, or human resources policies (see Employee SUGGESTION PROGRAMS, 
Policy 901); and 

(g) Establish appropriate means for employees to discuss matters of 
concern with the Academy Director. (See DISPUTE RESOLUTION, Policy 902.) 

(2) The Academy, as part of its commitment to providing customers with 
excellent products and services and to creating a productive work environment, expects 
all employees to: 

(a) Deal with customers and suppliers in a professional manner (see 
CUSTOMER RELATIONS, Policy 804); 

(b) Represent the Academy in a positive and ethical manner; 

(c) Perform assigned tasks in an efficient manner; 

(d) Be punctual (see ATENDANCE AND PUNCTUALITY, Policy 701); 

(e) Demonstrate a considerate, friendly, and constructive attitude toward 
fellow employees; and 

( f )  Follow the policies adopted by the Academy. 
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(3) The Academy retains the sole discretion to exercise all managerial functions, 
including the rights to: 

(a) Dismiss, assign, supervise, and discipline employees; 

@) Determine and change starting times, quitting times, and shifts; 

(c) Transfer employees to other job classifications as the Academy 
Director determines; 

(c) Determine and change the size and qualifications of the workforce: 

(d) Determine and change methods by which its operations are to be 
carried out; 

(e) Determine and change the nature, location, goods produced, services 
rendered, quantity, and continued operation of the business; and 

(0 Assign duties to employees in accordance with the Academy's needs 
and requirements and to carry out all ordinary administrative and management 
functions. 

(4) The Academy retains the right to establish, change, and abolish its policies, 
practices, rules, and regulations at will and as it sees fit, unless otherwise specified in an - 
employee's Employment Agreement. 
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POLICY 201 PRODUCTIVE WORK ENVIRONMENT 

Policy: 

It is the policy of the Academy to promote a productive work environment and not 
to tolerate verbal or physical conduct by any employee that harasses, disrupts, or 
interferes with another's work performance or that creates an intimidating, offensive, or 
hostile environment. 

Comment: 

(1) Employees are expected to maintain a productive work environment that is 
free from harassing or disruptive activity. No form of harassment will be tolerated, 
including harassment for the following reasons: race, national origin, religion, 
disability, pregnancy, age, military status, or sex. Special attention should be paid to 
the prohibition of sexual harassment. 

(2) The Academy Director has a responsibility to keep the workplace free of any 

form of harassment, and in particular, sexual harassment. 

(3) Other sexually harassing or offensive conduct in the workplace is also 

prohibited. This conduct includes: 

(4) Any employee who believes that the Academy Director's or other employee's, 

actions or words constitute unwelcome harassment has a responsibility to report or 
complain about the situation as soon as possible. The report or complaint should be 
made to the Academy Director; or to the Founders if the complaint involves the 
Academy Director. 

(5) Complaints of harassment will be handled and investigated under the 

Academy's dispute resolution policy (see DISPUTE RESOLUTION PROCEDURE, Policy 
904), unless special procedures are considered appropriate. All complaints of 
harassment will be investigated promptly and in as impartial and confidential a manner 
as possible. Employees are required to cooperate in any investigation. A timely 
resolution of each complaint should be reached and communicated to the parties 
involved. 

(6) Any employee, Academy Director, or manager who is found to have violated 
the harassment policy will be subject to appropriate disciplinary action, up to and 
including termination. The Academy prohibits any form of retaliation against 
employees for bringing bona fide complaints or providing information about 
harassment. However, if an investigation of a complaint shows that the complaint or 
information was false, the individual who provided the false information will be subject 
to disciplinary action, up to and including termination. (See DISCIPLINARY PROCEDURE, 
Policy 808.) 

- 
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POLICY 202 HIRING 

Policy: 

It is the policy of the Academy to be an equal opportunity employer and to hire 
individuals solely on the basis of their qualifications and ability to do the job to be 
filled. 

Comment: 

(1) The Academy Director who need to fill a job opening or wants to add a new 
job position should submit an employment requisition to the Founders for approval. All 
requisitions will be reviewed by the Founders, but those for new job positions will be 
evaluated in greater detail before being approved. 

(2) The Academy will normally try to fill job openings above entry level by 
promoting &om within, if qualified internal applicants are available. (See TRANSFER, 
Policy 207; and PROMOTION, Policy 208.) 

(3) If candidates from within the Academy are to be considered for job 
openings, the Academy Director will post the openings in accordance with procedures 
contained in PROMOTION, Policy 206. Current employee candidates for the openings - 
will be considered and processed as outlined in TRANSFER, Policy 207. 

(4) If candidates from outside the Academy are to be considered for job 
openings, the Human Resources will be responsible for recruiting the candidates and 
should use the recruitment methods and sources it considers appropriate to fill the 
openings. 

( 5 )  During the recruitment, hiring, and orientation process, no statement should 
be made promising permanent or guaranteed employment; and no document should be 
called a contract unless, in fact, a written employment agreement is to be used. 

(6) When candidates from outside the Academy are to be considered for job 
openings, the following procedures should be implemented: 

(a) Any candidate for employment must fill out and sign an employment 
application form in order to be considered for hiring. 

@) Applicants determined to be qualified for consideration for available 
job openings will be interviewed by the Academy Director and given any tests 
required for the job. 

(c) If the Academy Director determines that the applicant is qualified for 
employment, a second interview may be arranged between the applicant and 
Founders, depending on the request of the Founders. 

(d) Following a decision to hire the applicant, the Academy Director will 
make an offer of employment which should include any necessary contingencies 
or disclaimers. 
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(e) If any background check or any other subsequent investigation 
discloses any misrepresentation on the application form or information indicating 
that the individual is not suited for employment with the Academy, the applicant 
will be refused employment or, if already employed, may be terminated. (See 
INTRODUCTORY PERIOD, Policy 206; and TERMINATION OF EMPLOYMENT, Policy 
211.) 

(0 The Academy Director is responsible for orientation of new 
employees, the processing of their employment forms according to Georgian law 
and for any necessary job training. (See O ~ N T A ~ ~ N  AND TRAINING, Policy 
204.) 

(7) A member of an employee's immediate family will be considered for 
employment by the Academy if the applicant possesses all the qualifications for 
employment. An immediate family member may not be hired, however, if the 
employment would: 

(a) Create either a direct or indirect Academy Director/subordinate 
relationship with a family member; or 

(b) Create either an actual conflict of interest or the appearance of a 
conflict of interest. 

These criteria will also be considered when assigning or promoting an employee. For 
purposes of this policy, "immediate family" includes: the employee's spouse, brother, 
sister, parents, children, stepchildren, father-in-law, mother-in-law, sister-in-law, 
brother-in-law, daughter-in-law, son-in-law, and any other member of the employee's 
household. 

(8) Employees who marry or become members of the same household may 
continue employment as long as there is not: 

(a) A direct or indirect Academy Director/subordinate relationship 
between the employees; or 

(b) An actual conflict of interest or the appearance of a conflict of interest. 

Should one of the above situations occur, the Academy will attempt to find a 
suitable position within the Academy to which one of the affected employees may 
transfer. If accommodations of this nature are not feasible, the employees will be 
permitted to determine which of them will resign. 

(9) Former employees who left the Academy in good standing may be 
considered for reemployment. Former employees who resigned without written notice 
or who were dismissed for disciplinary reasons may not be considered for 
reemployment. (See TERMINA~ON OF EWLOYMENT, Policy 21 I.) 
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POLICY 203 EMPLOYMENT AGREEMENTS 

Policy: 

It is the policy of the Academy that executes written employment agreements with 
its employees, subject to the laws and regulations of the Republic of Georgia. 

Comment: 

(1) The Academy Director is the only Academy representative authorized to 
enter into a written employment agreement on behalf of the Academy with any 
employee. 

(2) Written employment agreements normally will set out the significant terms 
and conditions of an individual's employment. These terms and conditions generally 
include: 

(a) The length of time that the agreement will last and how, if at all, it can 
be renewed; 

(b) The job title, duties, and description, reserving to the Academy the 
right to change the employee's duties as the Academy's interests require; 

(c) The employee's salary; 

(d) Any other forms of compensation, such as pensions or perquisites; and 

(e) Provisions for the termination of employment. 

(3) Employment agreements covered by this policy may include any or all of the 
following elements, depending on individual circumstances: 

(a) Patents, Inventions, and Copyrights: The agreement should specify 
who owns the rights to any patents, inventions, and copyrights obtained by the 
employee during employment, or as a result of work done while employed, and - .~ 
any royalties or other payments resulting &om these items. Under normal 
circumstances, these items are Academy property and, if held in the employee's 
name, should be assigned to the Academy. 

@) Noncompetition with the Academy: Any agreement not to compete 
with the Academy after termination of employment should be reasonable with 
regard to the time period or duration and the geographical area covered. The 
agreement should generally be drafted to limit the employee's activities only to 
the extent necessary to protect the Academy's business interests. 

(c) Nonsolicitation of Customers and Employees: Coverage should 
specify that after termination of employment, the employee will not solicit 
business &om the Academy's customers or attempt to recruit its employees for a 
specific period of time. 

(d) Trade Secrets and Confidential Data: Coverage should specify that all 
employees with access to the Academy's trade secrets and confidential data are 
required to safeguard that information and not disclose it except as specifically 
authorized. (See CONFIDENTIAL NATLIRE OF ACADEMY AFFAIRS, Policy 807.) 
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(e) Conflicts of Interest: The agreement should specify that the Academy's 
conflicts of interest policy must be adhered to and should reaffirm that employees 
may not participate in activities that compete with the Academy during the time 
they are employed by the Academy. (See CONFLICTS OF INTEREST, Policy 806.) 

(f) Retention Agreements: The agreement should specify the transitional 
event or events that will trigger this coverage (such as a, merger, takeover, or 
bankruptcy), the amount of special compensation to be paid, and the amount of 
time the employee must remain with the Academy through the transitional period 
to receive the compensation. In addition, the provision should be voided 
automatically if the employee is terminated for cause or because of death or 
inability to perform the job. 

(4) Employees are encouraged to review carefully any employment agreement 
and to consult with legal counsel if necessary to understand the terms of the agreement. 
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POLICY 204 ORIENTATION AND TRAINING 

Policy: 

It is the policy of the Academy to provide orientation programs for new 
employees and to conduct or support training programs that it determines to be 
appropriate. 

(1) The Academy Director is responsible for communicating Academy history, 
philosophy, policies, benefits, and new employee files and documentation that will 
serve as a new employee orientation program. The Academy Director is responsible for 
orientation as it applies to introducing the new employee to the specific job and may 
select a coworker to serve as a sponsor to facilitate the new employee's transition. 

(2) The Academy Director is responsible for providing on-the-job training for 
new employees. 

(3) The Academy Director may approve employee participation in continuing 
education and training programs when that instruction is regarded as beneficial or 
considered necessary for satisfactory job performance. In some cases, employees may 
be required to enroll in and complete the programs satisfactorily. 

- 
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POLICY 205 MEDICAL PROCEDURES 

Policy: 

It is the policy of the Academy that applicants to whom a conditional offer of 
employment has been extended and current employees may be required to undergo 
medical tests, procedures, or examinations whenever management determines that these 
are necessary for the safe or efficient operation of the Academy. 

Comment: 

(1) Successful applicants for employment may be required as a condition of 
employment to take a medical examination to establish their fitness to perform the jobs 
for which they have applied without endangering the health and safety of themselves or 
others. Ifmanagement determines that an examination is appropriate to a particular 
position, all applicants for the job to whom a conditional offer of employment has been 
made should be examined. 

(2) Employees are encouraged, but not required, to have physical examinations 
periodically during their employment and to participate in wellness programs. 

(3) Employees who need to use prescription or nonprescription legal drugs 
while at work must report this requirement to the Academy Director if the use might - 
impair their ability to perform the job safely and effectively. Depending on the 
circumstances, employees may be reassigned, prohibited from performing certain tasks, 
or prohibited &om working if they are determined to be unable to perform their jobs 
safely and properly while taking the prescription or nonprescription legal drugs. (See 
also DRUGS, NARCOTICS, AND ALCOHOL, Policy 809.) 

(4) The Academy reserves the right to require acceptable confirmation of the 
nature and extent of any illness or injury that requires an employee to be absent from 
scheduled work. (See SHORT-TERM ABSENCES, Policy 702.) The Academy also may 
require a second and, if necessary, third medical opinion regarding an employee's 
absence because of illness or injury. Any required additional opinions will be paid for 
by the Academy. 

(5) Employees returning from a disability leave or an absence caused by health 
problems may be required to provide a doctor's certification of their ability to perform 
their regular work satisfactorily without endangering themselves or their fellow 
employees. 

(6)  Employees who become ill on the job or suffer any work-connected injury, 
no matter how minor, must report immediately to the Academy Director. The Academy 
Director will arrange referral for examination, treatment, and recording of the incident 
as necessary. 

(7) The Academy also may require job applicants and current employees to take 
a test to determine the presence of drugs, narcotics, or alcohol, unless prohibited by the 
laws and regulations of the Republic of Georgia. For policies and procedures on this 
type of testing, see DRUGS, NARCOTICS, AND ALCOHOL, Policy 809. 
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POLICY 204 INTRODUCTORY PERIOD 

Policy: 

It is the policy of the Academy that all new employees and all present employees 
transferred or promoted to a new job should be carefully monitored and evaluated for an 
initial introductory period. AAer satisfactory completion of the introductory period, 
those employees will be evaluated as provided for in the PERFORMANCE APPRAISALS 
policy. (See PERFORMANCE APPRAISALS, Policy 302.) 

Comment: 

(1) Normally, the introductory period should last at least three months. The 
Academy Director should observe carefully the performance of each employee in a new 
job position. Where appropriate, weaknesses in performance, behavior, or development 
should be brought to the employee's attention for correction. 

(2) The Academy Director should prepare a written evaluation of the 
employee's job performance by the end of the first three months on the new job. (See 
PERFORMANCE APPRAISALS, Policy 302.) The evaluation should include a 
recommendation as to whether the employee should continue in the position. Copies of 
the evaluation should be retained in an employee's employment file. (See HUMAN - 
RESOURCES RECORDS, Policy 900.) 

(3) Employees generally will be allowed to continue in their new positions if 
they are given both a satisfactory evaluation by the end of their initial three-month 
employment period and their Academy Director's endorsement to continue in the job. 
Employees who do not receive a satisfactory evaluation and endorsement may be given 
additional time in 30-day increments to demonstrate their ability to do the job, if the 
Academy Director feels additional time is warranted in order to achieve acceptable job 
performance. 

(4) The Academy Director may recommend the termination of a newly hired 
employee at any time. A recommendation for termination should be submitted in 
writing to the Founders for review and should include an evaluation of the employee's 
performance. (See also T E m A n o N  OF EMPLOYMENT, Policy 21 1 .) 

( 5 )  At all times, including after successful completion of the introductory 
period, the employment relationship may be terminated at any time for any lawful 
reason, subject to the laws and regulations of the Republic of Georgia. 
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POLICY 207 TRANSFER 

Policy: 

It is the policy of the Academy that it may at its discretion initiate or approve 
employee job transfers from one job to another. 

Comment: 

(1) The Academy may require employees to make either a temporary or long- 
term job transfer in order to accommodate the Academy's business needs. The 
Academy will try to limit the number and duration of temporary transfers that it 
requests of individual employees in a twelve-month period. 

(2) Employees may request a voluntary job transfer. To be eligible for a 
voluntary transfer, employees normally must meet the requirements of the new position, 
have held their current position for at least six months, have a satisfactory performance 
record, and have no disciplinary actions during the same period. 

(3) Transferred employees will be subject in their new positions to the 
provisions of the INTRODUCTORY PERIOD policy. (See INTRODUCTORY PERIOD, Policy 
206.) The employee will sign a new employment agreement if transferred to a new 
position. - 

(4) Pay for transferred employees generally will be handled as follows: 

(a) Employees transferred to a job within the same salary range will 
continue to receive their existing rate of pay; 

(b) Employees transferred to a job in a higher salary range will be paid at 
the higher rate; 

(c) Employees who are transferred for disciplinary reasons, lack of work, 
budgetary reasons, corporate reorganization, or at their own request to a job in a 
lower salary range will be paid atthe lower rate beginning with the start of the 
new job. 
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POLICY 208 PROMOTION 

Policy: 

It is the policy of the Academy to offer employees promotions to higher level 
positions when appropriate. Management prefers to promote from within and may first 
consider current employees with the necessary qualifications and skills to fill vacancies 
above the entry level, unless outside recruitment is considered to be in the Academy's 
best interest. 

Comment: 

(1) All employees are encouraged to seek advancement opportunities and to 
obtain promotion and career guidance from their Academy Director. 

(2) Employee eligibility for promotion will be determined by the requirements 
of the new job. In addition, to be considered, employees must have held their current 
position for at least six months, have a satisfactory performance record, and have no 
disciplinary actions during the same period. 

(3) Employee candidates for promotion will normally be screened and selected 
on the basis of attendance and work records, performance appraisals, and job-related 
qualifications including, in some instances, aptitude or achievement tests. Seniority - 
will be considered if two or more candidates are judged to be equally qualified based on 
merit, work record, and other qualifications. 

(4) Promoted employees will be subject to the provisions of the INTRODUCTORY 
PERIOD policy in their new positions. (See INTRODUC~ORY PERIOD, Policy 206.) 

( 5 )  Seniority and pay for promoted employees will be handled as outlined in the 
TRANSFER policy. (See TRANSFER, Policy 207.) 

Banking-Finance Academy 20 December 2000 



Human Resources Policies Manual 

POLICY 209 HOURS OF WORK 

Policy: 
It is the policy of the Academy to establish the time and duration of working hours 

as required by work load and production flow, customer service needs, the efficient 
management of human resources, and any applicable law. 

Comment: 

(1) The normal workweek is Monday through Sunday, beginning and ending at 
midnight on Sunday, and consisting of forty hours. The normal workday will consist of 
eight hours of work with an unpaid meal period. Rest or coffee breaks are considered 
as time worked. 

(2) The schedule of hours for employees will be determined by the Academy 
Director. The current hours of work have been established to be 9 a.m. to 6 p.m., 
Monday through Friday. 

(3) The Academy Director may schedule overtime or extra shifts, and 
employees will be expected to work overtime without direct additional compensation. 
At the discretion of the Academy Director, employees occasionally may be eligible for 
compensatory time-off after working abnormally long hours - 

(4) Employee attendance at lectures, meetings, and training programs will be 
considered hours of work, and therefore will be compensated time, if attendance is 
requested by management. 

( 5 )  All nonexempt employees are required to complete an individual time record 
showing the daily hours worked. Time records cover two workweeks and must be 
completed by the close of each workday. The following points should be considered in 
filling out time records: 

(a) Employees should record their total hours worked for each workday; 

@) Employees are required to take scheduled lunch or meal breaks; 

(c) Employee time records must be checked and signed by the Academy 
Director involved. Unworked time for which an employee is entitled to be paid 
@aid absences, paid holidays, or paid vacation time) should be approved by the 
Academy Director on the time record. Authorized overtime also should be 
identified by the Academy Director; 

(d) Unapproved absences should not be considered as hours worked for 
pay purposes. (SEE AITENDANCE AND PUNCTUALITY, Policy 701; and SHORT- 
TERM ABSENCES, Policy 702.) The Academy Director should inform employees if 
they will not be paid for certain hours of absence; 

(e) Filling out another employee's time record or falsifying any time 
record is prohibited and may be grounds for disciplinary action, up to and 
including termination. (See BEHAVIOR OF EMPLOYEES, Policy 801; and 
DISCIPLINARY PROCEDURES, Policy 808.) 

- 
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POLICY 210 LAYOFF 

Policy: 

It is the policy of the Academy that, if it must reduce employment because of 
adverse economic or other conditions, layoffs and recall &om layoffs generally will be 
conducted in a manner that is consistent with Academy requirements and in accordance 
with the procedures described below. 

Comment: 

(1) The Academy will attempt to avoid layoffs and, whenever possible, will 
consider alternatives to layoffbefore any final decisions are made. In the event that a 
layoff is expected, the Academy will attempt to communicate information about an 
impending layoff as soon as possible. However, the Academy Director and the 
Founders reserve the right to alter the layoff procedure and withhold information about 
the layoff as permitted by law in order to protect the Academy's business interests. 

(2) Layoffs that are known to be permanent will be made according to this 
policy and then handled according to policies outlined in TERMMATION OF 
EMPLOYMENT, Policy 21 1; and SEVERANCE PAY, Policy 303. 

(3) Employees will be selected for layoffbased on evaluation of the following - 
criteria: 

(a) Demonstrated current and past performance; 

(b) Promotion potential and transferability of skills to other positions 
within the unit; and 

(c) Length of service with the Academy. 

(4) Employees selected for layoff will be given as much notice as is required by 
Georgian law or as much as is reasonable under the circumstances. Employees will be 
informed of the reason for the layoff. 

(5) Vacation pay equal to the number of unused vacation days accrued during 
the vacation year will be paid at the time of layoff. (See VACATIONS, Policy 502.) 
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POLICY 21 1 TERMINATION O F  EMPLOYMENT 

Policy: 

It is the policy of the Academy to terminate employment because of an 
employee's resignation, discharge, or retirement; the expiration of an employment 
contract; or a permanent reduction in the workforce. Discharge can be for any reason 
not prohibited by the laws and regulations of the Republic of Georgia. 

Comment: 

(1) Employees are requested to give written notice of their intent to resign. 
Failure to give written notice may result in forfeiture of nonvested Academy benefits 
(such as accrued, unused vacation3 time unless prohibited by law). (See HIRING, Policy 
202; and VACATIONS, Policy 502.) The following guidelines are suggested: 

(a) Academy Directory should give four weeks' notice; 

(b) Other employees should give at least two weeks' notice. 

Employees who are absent from work for three consecutive days without being excused 
or giving proper notice will be considered as having voluntarily quit. (See 
ATTENDANCE AND PUNCTUALITY, Policy 701 .) 

(2) For policies and procedures leading up to discharge for disciplinary reasons, 
see DISCIPLINARY PROCEDURE, Policy 808. 

(3) For policies and procedures governing termination of an employment 
contract, see EMPLOYMENT AGREEMENTS, Policy 203. 

(4) For policies and procedures governing a permanent reduction in force, see 
LAYOFF, Policy 210. 

( 5 )  The Academy Director should send notices of resignation or 
recommendations for termination to the Founders. This information should be 
accompanied by any needed supporting documents, such as performance appraisals or 
disciplinary reports. (See PEWORMANCE APPRAISALS, Policy 302; and DISCIPLINARY 
PROCEDURE, Policy 808.) Typically, the Founders should clear all terminations before 
any final action is taken. 

(6) Notice of involuntary terminations should be handled carefully and 
discreetly, preferably in a private meeting including the employee to be terminated, the 
immediate Academy Director, and a member of the Founders. At its discretion, 
management may give two weeks' notice of a termination decision or two weeks' pay 
in lieu of notice. 

(7) The Academy Director should maintain written reports of the termination 
notice meeting (when applicable) and exit interview. Pertinent items requiring 
managerial review and needed changes of policy should be brought to the attention of 
the Human Resources Policy Committee. (See FUNCTIONS OF THIS MANUAL, Policy 
102.) 
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(8) The Academy Director will attempt to have the final pay for terminating 
d employees available on their last working day. The Director also will be responsible for 

securing the retum by terminated employees of funds advanced and all Academy 
property in their possession, such as Academy identification cards, keys, credit cards, 
tools, cars, and club memberships. If the employee owes the Academy any money or is 
responsible for any lost or damaged property, those accounts are to be settled as 
originally agreed or by deduction from final pay, unless prohibited by law. 

(9) Termination and discharge procedures are only guidelines and do not create 
a legal contract between the Academy and its employees. The Academy reserves the 
right to implement its policies and procedures as it sees fit. In addition, specified 
grounds for termination are not all-inclusive since the Academy reserves the right to 
terminate employment for any reason. (See DISCIPLINARY PROCEDURE, Policy 808.) 
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POLICY 301 SALARY ADMINISTRATION 

Policy: 

It is the policy of the Academy to pay compensation that is nondiscriminatory and 
competitive. However, all compensation policy decisions must take into consideration 
the Academy's overall financial condition and competitive position. 

Comment: 

(1) The Academy Director is responsible for coordinating the continuing 
internal review of all compensation and for making sure that each job is evaluated and 
assigned a salary range. (See JOB EVALUATION, Policy 304.) This review should 
determine whether compensation accurately and fairly reflects each individual's 
responsibilities and performance. 

(2) The Academy Director will, when considered appropriate, participate in or 
conduct compensation surveys covering other employers with similar jobs. This and 
other available information should be used to help set pay policy and to determine the 
relative competitive position of the Academy's pay structure.. 

(3) The Academy Director is responsible for conducting a compensation review 
in conjunction with a performance review with each employee at least annually. 
Compensation decisions generally should be based on performance, length of service, 
and budget considerations. (See PERFORMANCEAPPRAISALS, Policy 302.) 
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POLICY 302 PERFORMANCE APPRAISALS 

Policy: 

It is the policy of the Academy that the job performance of each employee should 
be evaluated periodically by the employee's Academy Director. 

Comment: 

(1) The Academy Director should complete performance appraisals upon the 
following occasions: 

(a) By the end of the first three months of employment (see 
INTRODUCTORY PERIOD, Policy 206); 

@) In conjunction with the annual salary review or on the anniversary date 
of employment (see SALARY ADMINISTRATION, Policy 301); 

(c) When the employee is transferred or promoted to a new job. 

If a performance appraisal has been completed within one month of the above 
occasions, a new appraisal does not need to be completed. Between scheduled 
appraisals, The Academy Director should discuss with employees on an informal basis 
any performance issues that require attention and should keep records of any significant- 
incidents. 

(2) In evaluating'employees, The Academy Director should consider factors such 
as the experience and training of the employee, the job description, and the employee's 
attainment of previously set objectives and goals. Other factors that normally should be 
considered include knowledge of the job, quantity and quality of work, promptness in 
completing assignments, cooperation, initiative, reliability, attendance, judgment, 
conduct, and acceptance of responsibility. 

(3j The Academy Director should prepare a written appraisal of each employee's 
job performance. The appraisal should include the Academy Director's comments and 
recommendations, an action plan for the employee and performance goals for the next 
evaluation period. 

(4) ABer the written evaluation has been reviewed by the employee, the Academy 
Director and employee should meet and discuss the evaluation, assess the employee's 
strengths and weaknesses in a constructive manner and set objectives and goals for the 
period ahead. The employee should be given the opportunity to examine the evaluation 
and make written comments about any aspect of it. The employee and Academy 
Director should then sign and date the evaluation and file the evaluation in the 
employee's Human Resources file. (See HUMAN RESOURCES RECORDS, Policy 900.) 

(5) Information derived &om the performance appraisal may be considered when 
making decisions affecting training, pay, promotion, transfer, or continued employment. 

(6) The procedures discussed in this policy are only guidelines. The Academy 
may, in its sole discretion, modify or revoke them in whole or in part at any time. 
Therefore, these procedures are not a promise or contract, express or implied, and the 
Academy retains the right to determine whether and how they will be applied, 
depending on the circumstances. 
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POLICY 303 SEVERANCE PAY 

Policy: 

It is the policy of the Academy that severance pay may be granted to terminated 
employees under circumstances required by the laws of the Republic of Georgia. 

Comment: 

(1) Severance pay is intended to provide extra economic help to certain 
terminated employees while they adjust to their job loss. 

(2) The Academy Director is responsible for administering Academy policy on 
severance pay and will handle any employee claims or complaints. 

(3) Employees may be considered eligible for severance pay if they have 
worked full-time for at least one year and are terminated because of: 

(a) A permanent reduction in force (unless the employee refuses a transfer 
recommended by the Academy); or 

@) The elimination of the job or position; 

(4) Employees normally will not be considered eligible for severance pay if 
their employment is terminated because oE 

(a) An employee-initiated voluntary resignation; 

@) Misconduct; 

(c) A breach of an employment agreement; 

(d) A normal retirement, employee-initiated early retirement, permanent 
disability, or death; or 

(e) Merger with, or acquisition by, another Academy, if employment is 
continued or reinstated without an extended break by the new Academy. 

(5) Eligible employees may be required to sign a release agreement in order to 
receive severance pay. If a release is required, an employee's refusal to sign it will 
result in a reduction or complete denial of severance pay. 

(6)  When severance pay is granted, eligible employees normally will receive 
three months' regular straight-time pay, according to Georgian law. Unless othewise 
provided, payment will be made in a lump sum at the time when final termination pay is 
provided. 
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POLICY 304 JOB EVALUATION 

Policy: 

It is the policy of the Academy to evaluate all jobs in order to establish a 
consistent basis for measuring and ranking the relative worth of each job. 

Comment: 

(1) The Academy Director is responsible for developing and administering the 
job evaluation program. 

(2) Written job descriptions should be prepared for each position in the 
Academy. Each job then should be evaluated and ranked using a standardized rating 
system that measures the job content and worth of the job in the extemal marketplace. 

(3) All existing jobs are to be assigned a grade or classification based on their 
relative worth as determined by the evaluation. 

(4) Each grade or classification has a salary range assigned to it and provides for 
a spread from a minimum to a maximum rate. Employee compensation within any 
labor grade or classification is based on factors such as merit, experience, individual 
productivity, length of service, and extemal market factors. (See SALARY 
ADMINISTRATION, Policy 301.) 

(5) The Academy Director should evaluate all new positions and review on a 
periodic basis all job descriptions and evaluations to assure that they accurately reflect 
current conditions. Employees may request a job reevaluation or an adjustment to 
grades or classifications. 
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POLICY 305 PAY PROCEDURES 

Policy: 

It is the policy of the Academy to pay employees on a semi-monthly basis and in a 
manner so that the amount, method, and timing of wage payments comply with any 
applicable laws or regulations. 

Comment: 

(1) Employees normally will be paid on the fifteenth day and the last day of the 
month. If the regular payday occurs on a Saturday, Sunday, or a holiday, employees 
will be paid on the last working day before the regular payday. 

(2) Employees on each payday will receive evidence that their pay has been 
deposited into the bank account established by the Academy to effect salary payments. 
All social costs will be deducted automatically. No other deductions will be made 
unless required or allowed by law, contract, or employee obligation. 

(3) Employees who discover a mistake in their pay should notify the Academy 
Director immediately. In the case of a mistake, the error will be remedied promptly. 

(4 )  Under normal circumstances, no pay advances or loans for employees will 
be made without the prior approval of the Academy Director. 

- 

(5) Drivers will be paid overtime compensation at the pro-rated hourly rate of 
their regular pay for work in excess of forty hours during their normal workweek. 
Commuting time before the start and after the end of the workday is not treated as work 
time for pay purposes. 
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POLICY 401 TRAVEL 

Policy: 

It is the policy of the Academy that business travel must be approved in advance 
and should be engaged in and reimbursed according to the guidelines below. 

Comment: 

(1) Employee travel is generally considered an incidental function of the 
position, but may be required. The Academy Director must approve any employee 
travel in advance. 

(2) Employees should provide their Academy Director with a copy of their 
itinerary before leaving on business travel. 

(3) Employee expenses for approved travel will be paid or reimbursed when 
properly documented by the employee and approved by the Academy Director. 
Examples of expenses normally paid or reimbursed include transportation, meals, 
lodging, and limited incidental expenses. Employees who know or anticipate that they 
will have a special request for travel expense reimbursement should ask for approval 
from their Academy Director before incuring the expense. Any travel expenses 
considered unreasonable under the circumstances will not be paid or reimbursed and are- 
the employee's personal responsibility. 

(4) Employees may obtain a cash advance for approved business travel. Cash 
advances are Academy property and their use must be properly documented and 
approved as outlined in Comment (3), above. 

(5) For policies and procedures governing reimbursement for business 
entertaining while traveling, see BUSINESS ENTERTAINING, Policy 403. 

(6) Employees traveling on Academy business are representatives of the 
Academy and are expected to maintain a high level of professionalism and to follow all 
of the Academy's policies and rules. (See BEHAVIOR OF EMPLOYEES, Policy 801 .) 
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POLICY 402 AUTOMOBILE USAGE 

Policy: 

It is the policy of the Academy to reimburse employees for business use of 
personal vehicles according to the guidelines below. 

Comment: 

(1) Employees whose jobs require regular driving for business as a condition of 
employment must be able to meet the driver approval standards of this policy at all 
times. In addition, employees holding those jobs must inform the Academy Director of 
any changes that may affect their ability to meet the standards of this policy. For 
example, employees who lose their licenses must report this to the Academy Director. 
For all other jobs, driving is considered only an incidental function of the position. 

(2) Employees who need transportation in the course of Academy business may 
use their own vehicles for business purposes, but only with the prior approval of their 
Academy Director. 

(3) Employees who drive a vehicle on Academy business must, in addition to 
meeting the approval requirements above, exercise due diligence to drive safely and to 
maintain the security of the vehicle and its contents. Employees, including persons - 
whose primary work function is driving, are responsible for any driving infractions or 
fines that result from their driving and must report them to the Academy Director. 

(4) Employees driving on Academy business may claim reimbursement for 
parking fees and tolls actually incurred. In addition, employees may claim 
reimbursement for gasoline and other expenses directly incurred for business purposes. 
The employee's Academy Director must approve all requests for reimbursement. 

(5) Employees who use their personal vehicles for approved business purposes 
will receive a mileage allowance equal to X GEL. This allowance is to compensate for 
the cost of gasoline, oil, depreciation, and insurance. 

(6)  Employees must report any accident, theft, damage, breakdown, or 
mechanical problem involving a vehicle used on Academy business to the Academy 
Director and the Academy Director, regardless of the extent of damage or lack of 
injuries. These reports must be made as soon as  possible but no later than forty-eight 
hours after the incident. 

(7) Other than for official Academy business, it is the policy of the Academy to 
provide reimbursement for d d y  parking on Agmashenebeli Street only for official 
drivers. 

- 
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POLICY 403 BUSINESS ENTERTAINING 

Policy: 

It is the policy of the Academy to authorize certain employees to engage in 
business entertaining on behalf of the Academy and to pay for or reimburse these 
expenses according to the guidelines below. 

Comment: 

(1) Employees may entertain business associates on behalf of the Academy only 
if they have been authorized to do so by the Academy Director. Authorization should 
define the general circumstances and expense limits of the approved forms of 
entertainment. 

(2) Employee entertainment expenses will be paid or reimbursed if they are 
reasonable, are directly related to or associated with the Academy's business, and are 
properly approved by the Academy Director. Employees who incur entertainment 
expenses which do not meet these standards will be personally responsible for them. 

(3) To be approved by the Academy Director, employee entertainment expenses 
must be documented on an Academy receipt and submitted for reimbursement with the 
original receipt for the expense incurred. The voucher should contain a detailed - - 
itemization of the expenses incurred and a statement of the date, place, and business 
reason for the entertainment, as well as the names of those present and their business 
relationships to the Academy. 

(4) Any employee engages in business functions or entertainment involving the 
consumption of alcoholic beverages is expected to exercise moderation and good 
judgment. 
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POLICY 501 DISCLOSURE OF BENEFITS 

Poiicy: 

It is the policy of the Academy to meet all legal and regulatory conditions of the 
Republic of Georgia to enable employees to be eligible to receive state-supported 
pension benefits. 

Comment: 

(1) The Academy is responsible for paying social costs on behalf of employees 
on a regular basis. 

(2) The Academy also provides a number of other benefits such as paid 
vacation, holidays, and sick days. (For information on these additional benefits, see 
SECTIONS 500 and 700.) 

(3) The Academy Accountant serves as Administrator of the Academy's welfare 
and pension plans. The Administrator is responsible for all communications and 
disclosures concerning Academy benefits and for compliance with all applicable laws 
and regulations. In addition, the Administrator is available to answer questions 
concerning the benefit plans. - 
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POLICY 502 VACATIONS 

Policy: 

It is the policy ofthe Academy to grant annual vacations with pay to full-time 
employees in accordance with the guidelines established below. 

Comment: 

(1) The established vacation year is the calendar year, January 1 through 
December 31 each year. Vacations are accrued or earned based on the employee's time 
actually worked. In addition, unused vacation may not be carried over to the next year 
and normally must be taken in the year in which it is accrued. 

(2) Full-time employees will accrue paid vacation of 15 days annually to be 
accrued semi-monthly at the rate of 5 hours per pay period. Employees may not take 
paid vacation until they have actually earned the vacation without the permission of the 
Academy Director. New employees accrue paid vacation upon initial employment and 
may take accrued vacation as they wish, subject to the permission of the Academy 
Director. 

(3) Vacation pay for employees will consist of the employee's regular rate of pay. 
for the vacation period and generally will be paid on the regularly scheduled payday. 
Employees who want to receive vacation pay before their vacation must receive 
permission from the Academy Director. 

4 )  Generally, employees should submit vacation plans to their Academy Director 
at least two weeks in advance of the requested vacation date. Management reserves the 
right to designate when some or all vacations must be taken. The Academy Director is 
responsible for ensuring adequate staffing levels and should attempt, when feasible, to 
resolve vacation scheduling conflicts based on length of service. However, employees 
who want to change their plans after the vacation schedule has been set lose their 
seniority consideration. 

(5) Employees who are entitled to a vacation of two weeks or less may take their 
full vacation at one time. Those who are entitled to a vacation of more than two weeks 
normally may take only a maximum of two weeks consecutively, with the balance to be 
taken separately as full weeks or as individual days. Vacations of less than a full day 
generally will not be granted. 

(6)  Employees may not receive vacation pay in lieu of time off. In addition, 
employees will not be paid for any unused vacation remaining at the end of the vacation 
year. 

(7) If a paid holiday falls within an employee's vacation period, an additional day 
of vacation will be granted. No allowance will be made for sickness or other type of 
absence that is compensated occurring during a scheduled vacation. 
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POLICY 503 HOLIDAYS 

Policy: 

It is the policy of the Academy to designate and observe certain days each year as 
holidays. Employees will be given a day offwith pay for each holiday observed. 

Comment: 

(1) The Academy will observe 10 paid holidays each calendar year. The 
Academy Director will publish the schedule of holidays the Academy will observe 
during the year before the beginning of the year. 

(2) Employees are eligible to receive their regular rate of pay for each observed 
holiday. 

(3) To receive holiday pay, an eligible employee must be at work or taking an 
approved absence on the work days immediately preceding and immediately following 
the day on which the holiday is observed. An approved absence is a day of paid 
vacation. (See VACATIONS, Policy 502.) If an employee is absent on one or both of 
these days because of an illness or injury, the Academy may require verification of the 
reason for the absence before approving holiday pay. (See MEDICAL PROCEDURES, 
Policy 205.) 

(4) A holiday that occurs on a Saturday or Sunday generally will be observed by - 
the Academy on either the preceding Friday or following Monday, as determined by the 
Academy Director. 

(5) If a holiday occurs during an employee's vacation period, the employee will 
be given an additional paid day off in lieu of the additional day. (See VACATIONS, 
Policy 502.) 

(6) The Academy may schedule work on an observed holiday as it considers 
necessary. Normally, work on an observed holiday will be paid as if the day were a 
regularly scheduled day. Employees will be given a "floating" holiday that may be 
taken, with the prior approval of the Academy Director, at another time during the year. 
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POLICY 601 MAINTENANCE OF WORK AREAS 

Policy: 

It is the policy of the Academy that work areas must be kept clean and orderly at 
all times. 

Comment: 

(1) Employees are responsible for maintaining their work areas in a clean and 
orderly fashion. To fulfill this responsibility, each employee should, at a minimum, do 
the following: 

(a) Place coats, boots, umbrellas, and other items of clothing in designated 
areas so that work stations are not unnecessarily cluttered. 

@) Prior to the end of the workday, clean and store all tools and equipment 
and properly secure any items, papers, or information of value (see SECURITY, 
Policy 604; and CONFIDENTIAL NATURE OF ACADEMY AFFAIRS, Policy 807). 

(2) The Academy Director is responsible for having all employees, not just 
those responsible for office maintenance, maintain the classrooms and common areas of 
the Academy areas according to the requirements of this policy. The Academy Director 
should: - 

(a) Make sure that aisles, floors, and walls are free of debris and other 
unnecessary items; 

@) Monitor the facilities and equipment where appropriate; 

(c) Arrange for the removal of any items from the workplace that are not 
needed for the flow ofbusiness or the enhancement of employee comfort; 

(d) Report to the Academy Director any existing or potential workplace 
hazards and safety violations; and 

(e) Ensure the proper disposal of all trash, waste, and scrap. 

(3) The Academy will attempt to maintain the temperature, lighting, and noise 
level of its facilities at a level that is comfortable for employees and also appropriate for 
the nature of its operations. Nevertheless, the environmental realities of Georgia may 
prevent the complete observation of this policy. 

(4) Employees must abide by the smoking restrictions established by the 
Academy's smoking policy apd may smoke only in the areas where it is specifically 
permitted. (See SMOKMG, Policy 605.) 
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POLICY 602 PERSONAL PROPERTY 

Policy: 

It is the policy of the Academy to ask employees to refrain from bringing 
unnecessary or inappropriate personal property to work. 

Comment: 

(1) The Academy recognizes that employees may need to bring certain personal 
items to work. However, personal property that is not related to the employee's job 
performance may disrupt work or pose a safety risk to other employees. 

(2) Employees are expected to exercise reasonable care to safeguard personal 
items brought to work. The Academy is not responsible for the loss, damage, or theft of 
personal belongings; and employees are advised not to carry unnecessary amounts of 
cash or other valuables with them when they come to work. 

(3) To maintain security and protect against theft, the Academy reserves the 
right to inspect all personal property brought onto the Academy's premises, including, 
packages, briefcases, backpacks, and bags. In addition, the Academy may inspect the 
contents of lockers, storage areas, file cabinets, desks, and work stations at any time and 
remove all Academy property and other items that violate Academy rules and policies. - 
(See S E C ~ ,  Policy 604.) 

(4) Articles of personal property found on the premises should be returned to the 
owner, if known, or turned in to the Security Guard. Inquiries regarding lost property 
should be directed to the Security Guard. 
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POLICY 603 SOLICITATION 

Policy: 

It is the policy of the Academy to prohibit solicitation and distribution on its 
premises by both employees and non-employees. 

Comment: 

(1) The Academy disallows solicitation and distribution on its premises because 
those activities can interfere with its normal operations, reduce employee efficiency, 
annoy customers, and pose a threat to security. 

(2) The Academy Director is responsible for administering this policy and 
enforcing its provisions. Employees will be subject to disciplinary action for violating 
this policy. (See BEHAVIOR OF EMPLOYEES, Policy 801; and DISCIPLINARY PROCEDURE, 
Policy 808.) 

(3) Individuals not employed by the Academy are prohibited from soliciting 
funds or signatures, conducting membership drives, distributing literature or gifts, 
offering to sell merchandise or services, or engaging in any other solicitation, 
distribution, or similar activity on Academy premises. 

(4) The Academy maintains various communication systems to communicate - 
 cad&^ information t i  employees and to disseminate or post notices required by law. 
These communication systems (including bulletin boards, electronic mail, voice mail, - 
facsimile machines, and personal computers) are for business use only and may not be 
used for employee solicitation or distribution of literature. (See USE OF 
COMMUNICATION SYSTEMS, Policy 805.) 
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POLICY 604 SECURITY 

Policy: 

It is the policy of the Academy to make reasonable efforts to provide for the 
security of its property, its employees, and authorized visitors to its premises. 

Comment: 

(I) The Academy has hired security guards to oversee the Academy's premises. 

(2) The security guards' responsibilities include: 

(a) Maintaining, and operating a11 security devices and systems; 

(b) Safeguarding electronic communications and files, confidential 
information, and the release of sensitive information; 

(c) Monitoring all solicitations and controlling access by 
nonemployees to Academy premises (see SOLICITATION, Policy 603); 

(d) Investigating theft and vandalism occurring on Academy 
premises or involving Academy property; and 

(e) Communicating security procedures to employees and training . 
employees with respect to their security responsibilities. 

(3) EmpIoyees, customers, suppliers, and guests are prohibited frorn possessing 
f i r e m s  or other weapons on Academy property and at events sponsored by the 
Academy. Employees are further prohibited from carrying weapons in employer- 
provided vehicles or in personal vehicles while on business. 

(4) Employees who want to take Academy property or equipment off premises 
must have their Academy Director's authorization. Removing property or equipment 
without authorization will result in disciplinary action. Employees are responsible for 
the proper care and return of all Academy property and equipment assigned to their 
possession. 

(5) Employees may be searched, questioned, and subject to surveillance 
whenever the Academy believes this is necessary to maintain security. All personal 
property brought onto the Academy's premises, such as vehicles, packages, briefcases, 
backpacks, purses, bags, and wallets, are subject to inspection. In addition, the 
Academy may inspect the contents of storage areas, file cabinets, desks, and work 
stations at any time and may remove all Academy property and other items that are in 
violation of Academy rules and policies. (See PERSONAL PROPERTY, Policy 602.) 

(6) Employees are expected to exercise reasonable care for their own protection 
and for that of their personal property while on the Academy premises and while away 
from the premises on business. The Academy assumes no responsibility for loss, 
damage, or theft of personal property. (See PERSONAL PROPERTY, Policy 602.) 
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(7) Employees are expected to know and comply with the Academy's security 
procedures and should report any violations or potential problems to the Academy 
Director. Violations of Academy security rules or procedures will result in disciplinary 
action, up to and including termination. (See BEHAVIOR OF EMPLOYEES, Policy 801; 
and DISC~PLMARY PROCEDURE, Policy 808.) In addition, illegal acts committed by 
employees may be reported to law enforcement authorities. 
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POLICY 701 ATTENDANCE AND PUNCTUALITY 

Policy: 

It is the policy of the Academy to require employees to report for work punctually 
and to work all scheduled hours and any required overtime. Excessive tardiness and 
poor attendance disrupt work flow and customer service and will not be tolerated. 

Comment: 

(1) The Academy Director will establish the working hours of the Academy. 
Employees are expected to be engaged in carrying out their duties during all scheduled 
work time and should be ready to begin working at their scheduled starting time. (See 
HOURS OF WORK, Policy 209.) The Accountants should regularly record all absences. 

(2) Employees should notify the Academy Director as far in advance as possible 
whenever they are unable to report for work, know they will be late, or must leave 
early. The notice should include a reason for the absence and an indication of when the 
employee can be expected to report for work. If the Academy Director is unavailable, 
notification should be made to other colleagues. 

(3) Employees generally are expected to report for work during inclement 
weather conditions if the Academy does not declare an emergency closing. - 

(4) Employees must report to their Academy Director after being late or absent, 
give an explanation of the circumstances surrounding their tardiness or absence. 

(5)  Employees who are frequently away from the premises for business reasons 
should inform their The Academy Director of their whereabouts during working hours. 

(8) Unauthorized or excessive absences or tardiness will result in disciplinary 

action, up to and including termination. (See DISCIPLINARY PROCEDURE, Policy 808.) 
An absence is considered to be unauthorized if the employee has not followed proper 
notification procedures or the absence has not been properly approved. 

(9) Employees who are absent from work for three consecutive days without 

giving proper notice to the Academy will be considered as having voluntarily quit. At 
that time, the Academy will formally note the termination and advise the employee of 
the action by certified mail to the employee's last known address. (See TERMINATION 
OF EMPLOYMENT, Policy 2 11 .) 

- 
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POLICY 702 SHORT-TERM ABSENCES 

Policy: 

It is the policy of the Academy to permit employees to be absent from work on an 
authorized short-term basis for a variety of reasons, inchding sickness or injury. To 
help employees maintain their income during certain authorized absences, the Academy 
will provide compensation according to the guidelines below. 

Comment: 

(1) An authorized short-term absence may include any of the following (the 
phrase "immediate family" for the purposes of this policy includes the employee's 
spouse, brother, sister, father, mother, children, stepchildren, father-in-law, mother-in- 
law, sister-in-law, brother-in-law, daughter-in-law, son-in-law, and any member of the 
employee's household.) Generally, paid absences, with the exception of sickness, will 
be limited to one day or less per event: 

(a) Sickness or injury resulting in the temporary disability of the employee 
or a member of the employee's immediate family; 

(b) Death, funeral, or estate settlement in the employee's immediate 
family; - 

(c) Marriage of the employee or a member of the employee's immediate 
family; 

(d) Urgent personal business that cannot be conducted outside of normal 
working hours; 

(e) Jury duty or testifylng as a subpoenaed witness in a judicial 
proceeding; 

( f )  Voting in local or national elections; 

(g) Religious observance required by the employee's religion; 

(h) Emergency closing of the Academy's operations; and 

(3) In order for short-term absences to be considered authorized and eligible for 
compensation, employees must obtain approval for the absence ftom the Academy 
Director. Employees should give their Academy Director two weeks' advance notice of 
an anticipated absence or as much advance notice as is practicable under the 
circumstances. Unauthorized absences and absences in excess of what is allowed under 
this policy, except for an approved leave of absence, will be considered abuses of this 
policy and are grounds for disciplinary action. (See ATENDANCE AND PUNCTUALITY, 
Policy 701; and DISCIPLINARY PROCEDURE, Policy 808.) 

(4) Employees are eligible to be compensated for regular base wages lost during 
certain periods of authorized absence to the extent that they have accumulated days of 
paid absence as provided under this policy. 
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( 5 )  Employees are eligible to receive compensation for absences up to a total of 
ten per year, including sick leave, to be accrued semi-monthly at a rate of 3.3 hours per 
pay period. These paid absences, however, may not be carried over to subsequent 
years. Depending on circumstances, the Academy Director may wave this policy, 
according to his discretion. Absence of more than thirty days per year will be 
considered a termination, subject to approval of the Founders. If employment is 
terminated, either voluntarily or involuntarily, pay for accumulated and unused days of 
paid absence under this Policy will not be granted. 

(6)  If the absence is due to illness or injury of the employee or a family member, 
written certification &om the health care provider of the ill or injured employee or 
family member verifying the need for leave is required if the absence exceeds ten 
consecutive days and also may be required for certain shorter absences. (See MEDICAL 
PROCEDURES, Policy 205;) Employees who falsify the reason for an absence will be 
subject to disciplinruy action, up to and including termination, and compensation for the 
absence will be stopped immediately. (See DISCIPLINARY PROCEDURE, Policy 808.) 

(7) Compensation during authorized absences will not be granted before days of 
paid absence have been accrued. In addition, authorized days off for short-term 
absences will not be considered as working time for calculating weekly overtime 
compensation. (See Horns OF WORK, Policy 209.) - 
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POLICY 703 MEAL BREAKS 

Policy: 

It is the policy of the Academy to provide meal breaks during the course of each 
workday. 

Comment: 

(1) Full-time employees are allowed a meal break of up to one hour near the 
middle of the workday. 

(2) The Academy Director is responsible for balancing workloads and 
scheduling meal breaks and should take into consideration the workload and the nature 
of the job performed. Whenever necessary, the duration and time of meal periods may 
be changed. 
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POLICY 801 BEHAVIOR O F  EMPLOYEES 

Policy: 

It is the policy of the Academy that certain rules and regulations regarding 
employee behavior are necessary for efficient business operations and for the benefit 
and safety of all employees. Conduct that interferes with operations, discredits the 
Academy, or is offensive to customers or coworkers will not be tolerated. 

Comment: 

( I )  Employees are expected at all times to conduct themselves in a positive 
manner in order to promote the best interests of the Academy. Appropriate employee 
conduct includes: 

(a) Treating all customers, visitors, and coworkers in a courteous manner 
(see CUSTOMER RELATIONS, Policy 804); 

@) Refraining from behavior or conduct that is offensive or undesirable, 
or which is contrary to the Academy's best interests (see PRODUCTIVE WORK 
ENVIRONMENT, Policy 201); 

(c) Reporting to management suspicious, unethical, or illegal conduct by - 
coworkers, customers, or suppliers (see SECURITY, Policy 604); 

(d) Wearing clothing appropriate for the work being performed (see 
PERSONAL APPEARANCE OF EMPLOYEES, Policy 802); 

(e) Performing assigned tasks efficiently and in accord with established 
quality standards; 

( f )  Reporting to work punctually as scheduled and being at the proper 
work station, ready for work, at the assigned starting time (see ATTENDANCE AND 
PUNCTUALITY, Policy 701); 

(g) Giving proper advance notice whenever unable to work or report on 
time (see ATTENDANCE AND PUNCTUALITY, Policy 701); 

(h) Smoking only at times and in places not prohibited by Academy rules 
(see MAINTENANCE OF WORK AREAS, Policy 601; and SMOKING, Policy 605); 

(i) Maintaining cleanliness and order in the workplace and work areas 
(see MAINTENANCE OF WORK AREAS, Policy 601). 

(2) The following conduct is prohibited and individuals engaged in it will be 
subject to discipline, up to and including termination (see DISCIPLINARY PROCEDURE, 
Policy 808): 

(a) Possessing firearms or other weapons on Academy property; 

@) Fighting or assaulting a coworker or customer; 

(c) Threatening or intimidating coworkers, security guards, customers, or 
guests; 

(d) Engaging in any form of sexual or other harassment (see PRODUCTIVE 
WORK ENVIRONMENT, Policy 201); 
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(e) Reporting to work under the influence of alcohol, illegal drugs, or 
narcotics or using, selling, dispensing, or, with the exception of alcohol approved 
by the ~ c a d e m ~ d i r e c t o r ~  pos~essing~illegal drugs or narcotics on ~ c a d e k y  
premises (see BUSINESS ENTERTAINING, Policy 403; and DRUGS, NARCOTICS, AND 

ALCOHOL, Policy 809); 

(f) Disclosing trade secrets or confidential Academy information (see 
CONFIDENTIAL NATURE OF ACADEMY AFFAIRS, Policy 807); 

(g) Falsifying or altering any Academy record or report, such as an 
employment application, medical reports, production records, time records, 
expense accounts, absentee reports, or shipping and receiving records; 

(h) Stealing, destroying, defacing, or misusing Academy property or 
another employee's or customer's property; 

(i) Misusing Academy communications systems, including electronic 
mail, computers, Internet access, and telephones (see USE OF COMMUNICA~ON 
SYSTEMS, Policy 805); 

(i) Refusing to follow management's instructions concerning a job-related 
matter or being insubordinate; 

(k) Soliciting or distributing material in violation of Academy policies (see 
SOLICITA~ON, Policy 603); 

(1) Smoking where prohibited by Academy policy (see SMOKING, Policy 
605); 

(m) Using profanity or abusive language (see USE OF COMMUNICATION 
SYSTEMS, Policy 805); 

(n) Gambling on Academy property; 

(0) Playing pranks or engaging in horseplay; and 

@) Wearing improper attire or having an inappropriate personal 
appearance (see PERSONAL APPEARANCE OF EMPLOYEES, Policy 802). 

(3) The examples of impermissible behavior described in Comment (2), above, 
are not intended to be an all-inclusive list. At management's discretion, any violation 
of the Academy's policies or any conduct considered inappropriate or unsatisfacto~y 
may subject the employee to disciplinary action. Questions about this policy should be 
directed to the Academy Director. 
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Banking-Finance Academy 47 December 2000 



Human Resources Policies Manuai 

POLICY 802 PERSONAL APPEARANCE OF EMPLOYEES 

Policy: 

It is the policy of the Academy that each employee's dress, grooming, and 
personal hygiene should be appropriate to the work situation. 

Comment: 

(1) Employees are expected at all times to present a professional, businesslike 
image to customers, prospects, and the public. Acceptable personal appearance, like 
proper maintenance of work areas, is an ongoing requirement of employment with the 
Academy. (See MAINTENANCE OF WORK AREAS, Policy 601.) Radical departures from 
conventional dress or personal grooming and hygiene standards are not permitted. 

(2) Employees must comply with the following personal appearance standards: 

(a) Employees are expected to dress in a manner that is normally 

acceptable in similar business establishments. Employees should not wear 

suggestive attire, athletic clothing, shorts, T-shirts, novelty buttons, baseball hats, 

and similar items of casual attire since this clothing does not present a 

businesslike appearance. - 
@) Hair should be clean, combed, and neatly trimmed or arranged. 
Shaggy, unkempt hair is not permissible regardless of length. 

(c) Sideburns, moustaches, and beards should be neatly trimmed. 

(d) Acceptable personal hygiene must be observed. 

(4) At its discretion, the Academy may allow employees to dress in a more 
casual fashion than is normally required. On these occasions, employees are still 
expected to present a neat appearance and are not permitted to wear ripped or 
disheveled clothing, athletic wear, or similarly inappropriate clothing. 

(5) Any employee who does not meet the standards of this policy will be 
required to take corrective action, which may include leaving the premises. Nonexempt 
employees (those employees subject to the minimum wage and overtime requirements 
of the Fair Labor Standards Act) will not be compensated for any work time missed 
because of failure to comply with this policy. Violations of this policy also will result 
in disciplinary action. (See BEHAVIOR OF EMPLOYEES, Policy 801; and DISC~PLMARY 
PROCEDURE, Policy 808.) 
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POLICY 804 CUSTOMER RELATIONS 

Policy: 

It is the policy of the Academy to be customer- and service-oriented and to require 
employees to treat customers in a courteous and respectful manner at all times. 

Comment: 

(1) Our customers provide the primary source of the Academy's income and 
each employee's job security. To promote excellent relations with our customers, all 
employees must represent the Academy in a positive manner and make customers feel 
appreciated when dealing with the Academy. (See BEHAVIOR OF EMPLOYEES, Policy 
801.) 

(2) Employees with customer contact are expected to know the Academy's 
products and services and to learn what customers want and need. These employees 
should educate customers about the use of the Academy's products and services and 
should seek new ways to serve customers. 

(3) Employees are encouraged to report recurring customer-related problems to 
the Academy Director and to make suggestions for changes in Academy policies or 
procedures to solve problems. 

(4) Employees should be prepared to listen carefully to customer complaints and 
deal with them in a helpful, professional manner. If a controversy arises, the employee 
should explain Academy policy respectfully and clearly. Customers who become 
unreasonable, abusive, or harassing should be referred to the Academy Director if the 
employee cannot resolve the problem. 

(5) Employees should be polite and thoughtful when using the telephone. A 
positive telephone contact with a customer can enhance goodwill, while a negative 
experience can destroy a valuable relationship. The following procedures should be 
observed whenever possible: 

(a) When answering the telephone, use a pleasant tone of voice, give the 
name of the department, and identify yourselfi 

@) If the person with whom the caller wishes to speak is on another line, 
ask if the caller wants to be placed on hold; 

(c) If a caller has been placed on hold, carefully monitor the time and offer 
to have the call returned if the person called is not available within a reasonable 
period; 

(d) When a caller leaves a name, number, or message, make sure it is 
recorded correctly and given promptly to the appropriate individual; and 

(e) All employees should take and place their own telephone calls. 

(6)  To measure and evaluate customer service, the Academy may access and 
monitor employee telephone conversations made in the normal course of business. Any 
employees whose communications will be monitored will be asked to sign a consent 
form authorizing the monitoring. (See USE OF COMM~JNICATION SYSTEMS, Policy 805.) 
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(7) Improper use of Academy communications services and equipment will 
result in discipline, up to and including termination. Improper use includes any misuse 
as described in this policy as well as any harassing, offensive, demeaning, insulting, 
defaming, intimidating, or sexually suggestive written, recorded, or electronically 
transmitted messages. (See BEHAVIOR OF EMPLOYEES, Policy 801 .) 

(8) The Academy may provide a cellular telephone only for the Academy 
Director. The Academy Director may determine whether the Academy will reimburse 
employees for use of cell phone charges on their personal cellular telephones. 
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POLICY 806 CONFLICTS OF INTEREST 

Policy: 

It is the policy of the Academy to prohibit its employees from engaging in any 
activity, practice, or conduct which conflicts with, or appears to conflict with, the 
interests of the Academy, its customers, or its suppliers. Since it is impossible to 
describe all of the situations that may cause or give the appearance of a conflict of 
interest, the prohibitions included in this policy are not intended to be exhaustive and 
include only some of the more clear-cut examples. 

Comment: 

(1) Employees are expected to represent the Academy in a positive and ethical 
manner. Thus, employees have an obligation to avoid conflicts of interest and to refer 
questions and concerns about potential conflicts to their the Academy Director. Top 
management and employees who have contact with customers and suppliers may be 
required to sign a special statement acknowledging their understanding of and adherence 
to this policy. 

(2) Employees may not engage in, directly or indirectly either on or off the job, 
any conduct which is disloyal, disruptive, competitive, or damaging to the Academy. 
Prohibited activity also includes any illegal acts in restraint of trade. (See 
CONF~DENTIAL NATURE OF ACADEMY AFFAIRS, P 0 k y  807.) 

(3) Employees may not accept any employment relationship with any 
organization that does business with, or competes with, the Academy. This prohibition 
on employment includes serving as an advisor or consultant to any organization of that 
type, unless the activity is conducted as a representative of the Academy. 

(4) Employees must disclose any financial interest they or their immediate 
family have in any fum that does business with the Academy or that competes with the 
Academy. The Academy may require divestiture of the interest if it considers the 
financial interest to be in conflict with its best interests. 

( 5 )  Employees and their immediate family may not accept gifts, except those of 
nominal value, or any special discounts or loans from any person or firm doing, or 
seeking to do, business with the Academy. The meaning of gifts for purposes of this 
policy includes the acceptance of lavish entertainment and free travel and lodging. 

(6) Employees may not give, offer, or promise, directly or indirectly, anything 
of value to any representative of a customer, of a potential customer, or of a financial 
institution in connection with any transaction or business that the Academy may have 
with that customer, potential customer, or financial institution. 

(7) Employees may not disclose inside information to anyone, either inside or 
outside the organization, who does not have a legitimate business need to know it. 
(CONFIDENTIAL NANRE OF ACADEMY AFFAIRS, Policy 807.) 

- 
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(9) Any conflict or potential conflict of interest must be disclosed to the 
Academy. Failure to do so will result in discipline, up to and including termination. 
(See DISCIPLINARY PROCEDURE, Policy 808.) 
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w POLICY 807 CONFIDENTIAL NATURE OF ACADEMY AFFAIRS 

Policy: 

It is the policy of the Academy that the internal business affairs of the 
organization, particularly confidential information and trade secrets, represent Academy 
assets that each employee has a continuing obligation to protect. 

Comment: 

(I) Information designated as confidential may not be discussed with anyone 
outside the organization and may be discussed within the organization only on a "need 
to know" basis. In addition, employees have a responsibility to avoid unnecessary 
disclosure of nonconfidential internal information about the Academy, its employees, its 
customers, and its suppliers. However, this employee responsibility to safeguard 
internal Academy affairs is not intended to impede normal business communications and 
relationships. 

(2) Employees authorized to have access to confidential information may be 
required to sign special nondisclosure agreements and must treat the information as 
proprietary Academy property for which they are personally responsible. (See 
EMPLOYMENT AGREEMENTS, Policy 203.) Employees are prohibited from attempting to. 
obtain confidential information foiwhich theyhave not received authorization. 

. 

Em~lovees violating this policy will be subject to discipline, up to and including 
tenkinkion, and may be subjek to legal action. 

(3) The Academy Director is responsible for coordinating the security and 
control of Academy information and for approving any exceptions to this policy. 

(4) All media inquiries and other inquiries of a general nature should be referred 
to the Academy Director. In addition, all press releases, publications, speeches, or other 
official declarations must be approved in advance by the Academy Director. 
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POLICY 808 DISCIPLINARY PROCEDURE 

Policy: 

It is the policy of the Academy that all employees are expected to comply with the 
Academy's standards of behavior and performance and that any noncompliance with 
these standards must be corrected. 

Comment: 

(1) Under normal circumstances, the Academy endorses a policy of progressive 
discipline in which it attempts to provide employees with notice of deficiencies and an 
opportunity to improve. It does, however, retain the right to administer discipline in any 
manner it sees fit. This policy does not in any way restrict the Academy's right to 
bypass the disciplinary procedures suggested. 

(2) The normal application of progressive discipline should be: 

(a) If an employee is not meeting Academy standards ofbehavior or 

performance, the Academy Director should take the following action: 

(i) Meet with the employee to discuss the matter; 

(ii) Inform the employee of the nature of the problem and the action- 

necessary to correct it; and 

(iii) Prepare a memorandum for the Academy Director's own records 

indicating that the meeting has taken place. 

(b) If there is a second occurrence, the Academy Director should hold 

another meeting with the employee and take the following action: 

(i) Issue a written reprimand to the employee; 

(ii) Warn the employee that a third incident will result in more severe 

disciplinary action; and 

(iii) Prepare a written report describing the first and second incidents 

and summarizing the action taken during the meeting with the 
employee. This information will be included in the employee's human 
resources file. (See HUMAN RESOURCES RECORDS, Policy 900.) 

(c) If there are additional occurrences, the Academy Director suspend the 

employee indefinitely and recommend termination. 

After taking action above, the Academy Director should prepare and forward to the 
Founders another written report describing the occurrences, indicating the timing 
between the occurrences and summarizing the action taken or recommended and its 
justification. 

(3) The progressive disciplinary procedures described in Comment (2), above, 
may also be applied to an employee who is experiencing a series of unrelated problems 
involving job performance or behavior. 
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(4) In cases involving serious misconduct, or any time the Academy Director 
determines it is necessary, such as a major breach of policy or violation of law, the 
procedures contained in Comment (2), above, may be disregarded. The Academy 
Director should suspend the employee immediately and, if appropriate, recommend 
termination of the employee. (See BEHAVIOR OF EMPLOYEES, Policy 801 .) An 
investigation of the incidents leading up to the suspension should be conducted to 
determine what further action, if any, should be taken. (See Comment (6), below.) 
Employees suspended from work generally will not receive or accrue any pay or 
employee benefits during the suspension. 

(5) The Founders should review and approve all recommendations for 
termination before any final action is taken. (See TERMINATION OF EMPLOYMENT, 
Policy 21 1.) 

(6) At an investigatory interview conducted for the purpose of determining the 
facts involved in any suspected violation of Academy rules and regulations, the 
following procedures normally should apply: 

(a) Before the interview, the employee who is suspected of violating 

Academy rules and regulations should be told in general terms what the 
interview is about. - 
(b) The employee may request that a coworker be present at the interview 

if it may lead to disciplinary action for that employee. 

(7) If a disciplined employee works a full year without further disciplinary 
action under this policy, the next failure to meet behavior or performance standards may 
be treated as a first occurrence under this policy. However, the Academy may still 
consider all past disciplinary actions in evaluating the employee. (See PERFORMANCE 
APPRAISALS, Policy 302.) 
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POLICY 809 DRUGS, NARCOTICS, AND ALCOHOL 

Policy: 

It is the policy of the Academy to maintain a workplace that is free from the 
effects of drug and alcohol abuse. 

Comment: 

(1) Employees are prohibited from the illegal use, sale, dispensing, distribution, 
possession, or manufacture of illegal drugs, controlled substances or narcotics on 
Academy premises or work sites. In addition, the Academy prohibits off-premises abuse 
of alcohol and controlled substances, as well as the possession, use, or sale of illegal 
drugs, when these activities adversely affect job performance, job safety, or the 
Academy's reputation in the community. 

(2) The Academy will not hire alcoholics or drug abusers whose current use of 
those substances prevents them from performing their jobs or who would constitute a 
direct threat to the property or safety of others. 

(3) Employees will be subject to disciplinary action, up to and including 
termination, for violations of this policy. Violations include, but are not limited to, 
possessing illegal or controlled substances or narcotics at work; being under the - 
influence of those substances or of alcohol while working; using them while working; or 
dispensing, distributing, or illegally manufacturing 01. selling them on Academy 
premises and work sites. 

(4) Employees, their possessions, and Academy-issued equipment and 
containers under their control are subject to search and surveillance at all times while on 
Academy premises or work sites or while conducting Academy business. (See 
SECURITY, Policy 604.) 

(5) Employees should report immediately to the Academy Director any action 
by an employee who demonstrates an unusual pattern ofbehavior. The Academy 
Director will determine whether the employee will be required to leave the premises. 
The security guard on duty should be notified to arrange safe transit. 

(6) Employees must report their use of over-the-counter or prescribed 
medications to the Academy Director if the use might impair their ability to perform 
their job safely and effectively. A determination will then be made as to whether the 
employee should be able to perform the essential functions of the job safely and 
properly. (See MEDICAL PROCEDURES, Policy 205.) 

- 
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POLICY 900 HUMAN RESOURCES RECORDS 

Policy: 

It is the policy of the Academy to maintain human resources records for 
applicants, employees, and past em$oyees in order to document employment-related 
decisions, evaluate and assess poIicies, and comply with government record keeping and 
reporting requirements. 

Comment: 

(1) The Academy tries to balance its need to obtain, use, and retain employment 
information with a concern for each individual's privacy. To this end, it attempts to 
maintain only the human resources information that is necessary for the conduct of its 
business or required by Republic of Georgia law. 

(2) The Academy Director is responsible for overseeing record keeping for all 
human resources information or for assigning this function to the Academy Accountant 
and will specify what information should be collected and how it should be stored and 
secured. 

(3) Employees have a responsibility to keep their human resources records up to 
date and should notify the Academy Accountant in writing of any changes in at least the - 
following: 

(a) Name; 

@) Address; 

(c) Telephone number; 

(d) Marital status (for tax withholding purposes only); 

(e) Number of dependents; 

(f) Addresses and telephone numbers of dependents and spouse or former 
spouse; 

(g) Persons to be notified in case of emergency. 

(4) Employees may inspect their own human resources records and may copy, 
but not remove, documents in the file. Inspections by employees must be requested in 
writing to the Academy Director and will be scheduled at a mutually convenient time. 
Records that are considered to contain sensitive or confidential corporate plans or 
information may be excluded fiom the inspection, and all inspections must be conducted 
in the presence of a designated employee. 

( 5 )  Employees who believe that any file material is incomplete, inaccurate, or 
irrelevant may submit a written request for file revisions to the Academy Director. If the 
request is not granted, the employee may place awritten statement of disagreement in 
the file. 

(6) Only the Academy Directory may inspect the files of that employee and 
should be recorded in the file inspected. 
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(7) Employees should refer all requests fiom outside the Academy for human 
resources information concerning applicants, employees, and past employees to the 
Academy Director. The Academy Director normally will release human resources 
information only in writing and only after obtaining the written consent of the individual 
involved. Exceptions may be made to cooperate with legal, safety, and medical officials 
who need specific employee information. In addition, exceptions may be made to 
release limited general information, such as employment dates, position held and 
location of job site. 
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R E P O R T  

11 International Conference 
DEVELOPMENT OF NEW FORMS OF COOPERATION OF 

CIS AND EUROPEAN BANK TRAINING INSTITUTES 
Kiev, November 27-29,2000 

Presented by Nino JGAMADZE 

The objective of the Conference was to establish Association of Banking and Finance Institutions providing high education, training and 
onsulting in CIS countries and introduce EBTRA II Project as a basis for the cooperation in development of Accreditation/Cert$cation 
s.vstem. It is an excellent opportunig to make useful contacts and share experience in development trainingprograms, training of trainers and 
nltr-uctingfinancing from foreign Institutions. 

TOPIC 
National Center for the Training of 
Bank Personnel in Ukraine 
(NCTBPU) 
Director: Aleksandr Geyets 

International Institutions and 
Projects acting on Ukrainian 
market: 
-Delegation of EU: Michel Zayet 
-TACIS Bank Project: Nikita Reinbot 
-EBTRA I1 Project for Ukraine: 
OIeksandr Lyakh 
-Ukrainian-European Legal Advice: 
Remi Duflot 
-Westdeutsche Bank: Amulf Fleischer 

SUMMARY 
NCTBPU provides seminars and training for 
commercial banks' personnel. Recently offers 
MBA program in partnership with Institute of 
Intemational Business Relations, Germany. 
Member of EBTN. 

Intemational Institutions and Projects co- 
operate closely with NCTBPU providing 
instructors, materials and developing joint 
projects. 

-- - - -. - -- -- - - - -- 
RECOMMENDATION 

NCfBPU proposes cooperation in exchangc of - .  
educational materials. 
Experience of partnership with training institution in 
Germany and Egypt may be helpful for BFA in 
further activities. in attraction of foreign instmctors - 
and materials. 
Co-operation with TACIS office in Tbilisi, 
representatives of Intemational Organizations and 
Projects will be beneficial from the point of 
attracting attendees as well as finding new contacts 
for development. 



-- 
TOPIC 

I'ACJS EU Bureau for Bank 
I'raining and Restructuring Advice 
EBTRA 11) 
Volect Director: Francois-Xavier Noir 

Suropean Bank Training Network 
EBTN) 
'resident: Josep Soler-Alberti 

CBTRA I1 Web-Site 
Idvisor: Andrew Fight 

Tther Banking Training Centers in 
31s 

SUMMARY 
EBTRA 11 focuses on establishment of 
association of training institutions and support 
in developn~ent of Accreditation /Certification 
systems in CIS countries. NIS-ABI - 
Association of NIS Bank Institutes was 
established by 12 member-institutions from 
10 countries. The Draft of Charter was 
created. Objectives of the entity were declared. 
Corresponding document was signed by 
founders. The entrance and annual fees were 
defined. A. Geyets was elected as President. 
Participants agreed to conduct the third 
conference in Tashkent, on January 25-27. 
EBTN is an example of cooperation between 
banking educational centers from different 
countries in order to achieve high level of 
providing programs and share experience. 
The general concepts of founding this 
organization were taken in account during 
discussions on principles of participation. 

All materials presented on web-site were 
distributed on CDs and new module "Internal 
Audit and Control for Commercial Banks" was 
introduced. 

12 Banking Institutes 1 Training Centers' 
representatives from 10 CIS attended 
conference. 

RECOMENDATION 
Participation in Association provides BFA with 
3pportunities to exchange experience, materials, 
~nstructors with other ABI member training institutes 
md get technical and financial assistance from 
European Financial Institutions and Organizations. 

NlS-ABI as well as each participating member have 
io direct their efforts towards forming partnership 
with EBTN and becoming an EBTN member. 
Principles of Accreditation 1 Certification developed 
In European countries and Russia will be helpful not 
mly in financial sector (bankers and financials) but 
In other fields (education, science) also. BFA could 
3e entity arranging mentioned procedures. 
Web-site has to be used as the instrument for 
:xchange of educational information and 
xesentation of training modules. It could be used 
juccessfully for formation and development of 
raining materials in BFA. 
raking into account that some of institutes have 
3ufficiently good experience in training delivery and 
naterials development it looks rational to invite 
nstructors from NIS-ABI member institutes. This 
#ill be less expensive and sometimes fit the needs of 
Seorgian Banking system more. 



TACIS International Workshop Report 
Presented By: Dato Asandize 
(As of September 2 7,1000) 

The objective of the workshop was to address issues ofcommon interest to all participating institutes in the 
following fields oflnternational standards, Accreditation, Certification and Management strategy ofBank 
Training Institutes. 

TOPIC 
European Bank 
Training Network 
(EBTN) 

Tack EU Bureau 
for Bank Training 
and Restructuring 
Advice (EBTRA 
11) 

EBTRA 11 
WebPage 

International 
Banking Institute 
(IBI), Saint 
Petersburg 

Other CIS 
educational banking 
institutions 

SUMMARY 
EBTN is the network of European educational 
banking institutions, which aims to develop 
cooperation among these institutions. 

EBTRA I1 was founded to support banking 
institutions and the TACIS project in CIS 
countries. EBTRA I1 focuses on forming 
banking institutions and establishing network o 
associations in CIS countries. EBTRA I1 maker 
it easier for various projects to exchange 
educational banking materials and is up to date 
with standardized educational materials 
(individual as well as specific), which can be 
ordered from different countries. 

EBTRA 11 Webslte address: \rww.cis- 
bankdata.com. The website includes 
information about educational banking finance 
institutions currently existing in CIS countries. 
Interested individuals have access to systemizec 
educational materials, or modules which are 
divided according to the topics discussed. The 
literature is bilingual: English and Russian, in 
WORD and PDF files. Only those having the 
password can get access to the materials. 
IBI is the leader among the banking finance 
institutions of CIS. Located in the center of 
Saint Petersburg, IBI has three five-story 
building, with fully equipped classrooms, a 
computer lab and a library. Located on IBI 
campus are Moscow Stock Exchange and 
Foreign Exchange offices and one of the 
~ommercial banks where students can practice 
their skills after covering theoretical material. 
The institute gives complete higher education, 
;onducts training seminars and has distance 
learning facilities. 
Out of all the banking institutions now 
functioning in CIS countries only 12 were 
present at the seminar. None of these 
~nstitutions (except for ours) was founded by 
:ommercial banks. 4 of these institutions are 
now self-sustainable and use only local 
instructors. 

RECOMMENDATION 
EBTRA I1 ~erforms the functions of EBTN Ir 
the CIS. wk should direct our efforts towards 
forming a partnership with EBTRA 11. If this 
cooperation proves to be successful, we can 
consider becoming an EBTN member. 
It 1s very important for the Academy to get 
assistance. Cooperating with EBTRA I1 h a y  
find additional sources of future funding for 
the Academy to reach self-sustainability. 

We have registered and received a password 
kom the EBTRA I1 representatives. We could 
gse the website to familiarize our local 
instructors with the experience of their CIS 
;olleagues. In addition, the website provides 
mother resource for training materials. 

U3I proposed cooperation with us to exchange 
:ducational materials and to conduct distance 
earning. Cooperation between our institutions 
:an be beneficial and help move the Academy 
:owards achieving self-sustainability. 

twill be extremely beneficial for the 
Ycademy to establish permanent contacts with 
hese institutions. W-e could even consider 
nviting several instructors to deliver seminars 
~t the Banking-Finance Academy at our 

expense. 
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To 

From 

Subject 

MEMORANDUM 

Geoff Minott 

Diana Osinski 

Memorandum of Understanding 

Date December 28,2000 

cc Pat Bryski, Cooperation 
Committee, Academy 
Founders, Will Cain, Jim 
Hightower, Laurie Landy, Bob 
Singletary, James Watson and 
Karen Westergaard 

On August 1, I left the Capital Markets Development Project and joined the Bankers Training Project. 
Barents manages both projects. When I joined, I received several Task Order Benchmarks that I needed 
to achieve during the five months on or before December 3 1. Among them was a requirement to secure a 
Memorandum of Understanding between USAID's Banking-Finance Academy and the Capital Market 
Training Unit. Specifically, Benchmark 18 cited: 

"By the end of this task order, there will be concrete evidence that the Banking-Finance Academy will 
have begun developing courses with other financial service providers and is taking concrete steps to effect 
a formal merger with other financial service providers with the view towards creating a self-sustaining 
financial services trainingfacility. '" 

This benchmark was consistent with the message repeatedly delivered by USAID on many levels that 
they would not support the development of infrastructure or operations for a Capital Marketing Training 
Institute. This point was made repeatedly by Alonzo Fulgharn and reiterated by you. 

Starting in July, both entities were briefed by you regarding USAID's requirements to obtain funding to 
continue training. Specifically, you repeatedly indicated that USAID's intent was to cover the fixed 
expenses of the Academy and the variable expenses for capital market training. 

To evaluate the readiness of both entities to design, implement, market and evaluate training, I prepared a 
Diagnostic Report on the Banking-Finance Academy and Capital Market Training Unit. The report was 
presented to both entities on September 7. The most significant finding was a citation that each training 
entity had opposite strengths and weaknesses. Listed below is a summary of the strengths (+) and 
weaknesses (-) by training competency: 

Capital Market Training Unit 
+ 

Training Competencies 
Des~gn 

Implementation 
Marketing 

Banking-Finance Academy 
- 
+ 
+ - 

Evaluation + 



MEMORANDUM OF UNDERSTANDING PAGE 2 

During subsequent meetings with both entities, they agreed that there was nothing in the Diagnostic 
Report that made them reticent of cooperating to conduct training. 

Over the course of the five months, numerous meetings were conducted behveen the Academy Founders 
and the Capital Market Training Unit (Consortium Institutions). On November 1, we reached agreement 
on the Memorandum of Understanding and the Founders signed it in the draft form (Attachment 1). 
However, the Consortium Institutions agreed to sign it when it was in final form. 

On December 4, you conducted a meeting to inform me that the training funding delivery mechanism had 
changed. Specifically, you informed me that Sibley International would provide training fimding through 
a contract or grant on a quarterly basis. On December 7, Sibley's Will Cain presented me with the budget 
format model to apply for the contract funding. On December 1 1, I presented Mr. Cain with model 
budgets for both entities. He reviewed them and we agreed that I was ready to present the model to each 
respective entity. 

On December 12, I presented the model to the Academy Founders. The next day, I presented it to the 
Consortium Institutions. After these meetings, I realized that the Memorandum of Understanding needed 
to be adjusted to reflect the new funding mechanism. Given the tight time frame, I modified the 
Memorandum of Understanding and sent it to both entities on December 18 after notifying you 
(Attachment 2). Given that each entity was going to contract independently to conduct training, it was no 
longer appropriate to have them cooperatively involved in managing the Academy. Therefore, I 
eliminated Article 3: Management of the Project. I also made minor changes to the body of the MOU. 
However, the spirit of the MOU was still intact. Specifically, it was still incumbent on each entity to 
collaboratively work together to achieve their respective training goals and fund the operations of the 
Banking-Finance Academy. 

I received no comments on the changes to the MOU from the Founders. However, I received comments 
from Vakhtang Svanadze on December 19. I responded to his comments via memorandum on December 
20 noting that we would not make the requested changes to Articles 1.2 and 2.3. Instead, we would use 
the original language cited in the November 1 MOU that had been accepted by both parties. 

On December 21, I got a request from Tengiz Akhobadze to consistently refer to the capital markets 
training entity as the Consortium Institutions. I made this change and later that day, the Consortium 
Banks and Institutions met to sign the MOU. The Consortium Institutions began a discussion regarding 
their requested changes. You reviewed the requested changes and confirmed that they would not be 
approved. There was also discussion about conducting specialized courses through the Georgian 
Securities Industry Association. You noted that the GSIA was not ready to support training. The 
Consortium Institutions also requested that Article 2.3 be changed to read: 

"The parties of this Memorandum agree to support the Project including the operations and course 
design and deliveries of the Academy as well as the Capital Market Training Unit". 

You noted that this change was not in compliance with USAID intent to support the operations of the 
Academy and the variable capital market training expenses. Most importantly, you noted that "An MOU 
without acknowledging that capital market training will be used to help support the operations of the 
Academy is of no interest to USAID. At this point, you left the meeting indicating that Gogi Loladze 
could change the MOU and have everyone sign it. However, it was of no interest to USAID. 
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Gogi Loladze changedihe MOU to reflect equal support for operations and training and asked the 
Consortium Banks and Institutions to return on December 22 to sign it. On December 22, Nino Jgarnadze 
called me on behalf of the Founders and asked if they needed to sign the MOU prepared by Gogi Loladze. 
I indicated that USAID had withdrawn the requirement to have an MOU and they didn't need to sign it. 
Nino indicated that she would come to the meeting and represent the Founders. 

On December 22, the Consortium Institutions (Gogi Loladze, Irakli Kirtava, Merab Memarnishvili, Gaioz 
Sanadze and Vahktang Svanadze) came and asked to sign the MOU they prepared. I reiterate that USAID 
no longer required the MOU. Therefore, it wasn't necessary to sign it. However, they insisted they sign 
it as well as take a copy (Attachment 3). 

This memorandum serves to document my inability to achieve Benchmark 18. Clearly, the Consortium 
Institutions were philosophically opposed to signing any document that didn't indicate separate and equal 
training support from USAID. Therefore, I was unable to achieve the Benchmark and I appreciate your 
understanding in this matter. Per our conversation, I have been released from achieving this Task Order 
Benchmark and Laurie Landy has been notified of the situation. 

Should you have any questions about this memorandum or matter, please contact me at 
dosinski@kpmg.com. 
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May 10,ZUOO 

Mr. Patrick Bryski 
Barents Group, LLC 
2676 International Drive 
McLean, V.422102-4829 

Dcar ,Mr. Bryski: 

I .  We are pleased to contract with you for the provision of one or more naini~ig coursc(s) in 
Gcorgia, as agccd upon from timc to Lime. 

2. The courses are to be provided in the contcxt of  the Accreditation Program for National Bank 
E x h n c r s  under rhc Bank Supervision Projcct, hcing ca~ried out by the Booz- 
Allem"Ba~rk~~orld cnnsoniunl on behalf of USALD. 

3 The initial coursr to be providsd in lunc 2000 will be on International Accounting Standards 
and F~nancml Amlysis. 

4. F,ach course will be provided by an cxpat trainer and will bc of one week in duration 

5 .  We have reviewed and lccepl the proposed cost of $17.795 per course. It is expeclcd to be a11 
all-in cost, covcring the remuneration for the lrainer, herlhis kavcl. lodging, boarding and 
other aavel related needs, Ule cost of the facilities, material, local support, general 
arrangements and related liabilities. 

6. In Georgia, the Chicf of PdrIy, W Teny Stroud wtll be the main contact for your staff on 
bailillfof our consortlurn. 

Thank you for y o u  valuahle assistance 

h & & ! & U  Date  M m  iO.20CO 
For Ounkworld IIIC 

a / 
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.4DDENDUM 

TO B,%SKWOlUD-RAKENTS 1.ETTER SUBCONTR4CT 

DATED MAY 10,2000 

THIS AIIDENL)UIVI HEREBY MODIFI!3 thc I.cttcr Subcontract dated May 10, 2000 
bclwrw Rnnk~rrorld Inc. and Barznts Group LLC. A copy ofthe contract 1s attached as an 
exhihit. The modification is as follows: 

Payment shall bc made to Barents w~thin 30 days Ba~lhvorld recewes a valid involce. 

This modification is mutually agreed to by the contracting parties. The remaining terms 
of the Subconract are unchanged by this agreement. 

IN WlTNESS WHEREOF, d ~ e  pmics l~errto have signed this Subcontract, or caused il to 
be signed by (heir duly authorized rcpresenradves, as of the day and year first above 
mentioned. 

Barents Group LLC Ba~lkworld. lnc. 



I 
COURSE 1: INTERNATlONAL ACCOUNTING STANDARDS 

Project Accreditation Program for National Bank's inspectors 
Period of Performa June, 2000 - March 2001 
Place of Petforman Georgia 

COURSE 3: FOREIGN EXCHANGE 

COURSE 2: CREDIT 

L a b r  
Other Direct Cosls 
TOTAL COURSE 2 

$ 9,72300 
$ 8.072.00 
$ 17,795.00 

L a b r  
Other Direct Costs 
TOTAL COURSE 3 

COURSE 5: BANK EXEC 

$ 9.723.00 
$ 8,072.00 
$ 17,79500 

Labor 
Olher Direct Costs 

$ 9,72300 
$ 8.072.00 

GRAND TOTAL I 88.975.00 1 

I 

Labor 
Olher Direct Costs 
TOTAL COURSE 5 

TOTAL COURSE 4 

$ 9.723.00 
$ 8,07200 
$ 17,795.00 

$ 17.795.00 
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The Banking Finance Academy of Tbilisi, Georgia 
Strategic Options for Shareholders 

Current Status of the Banking Finance Academy 

The Banking Finance Academy has entered the last six months of its operation under USAID 
funding and has embarked on an analysis of past operations and strategic options for future 
activity in an attempt to determine how it can be self-sustaining without USAID funding 
support. 
The Banking Finance Academy currently charges course fees of 50 GEL for courses taught 
by both American and Georgian instructors. At this rate, the Academy does not cover the 
variable costs of course delivery (materials, classroom costs, etc.) See 1999-2000 Income 
Statement, Appendix A. 
In an attempt to generate additional revenues from excess classroom capacity, the Academy 
embarked on a marketing plan to rent classroom space to other training programs that has 
offset a considerable percentage of the variable costs of banking course delivery. 
Nevertheless, excess capacity rental is not a panacea for obtaining financial self-sufficiency, 
as this report will later illustrate. 
The Banking Finance Academy has also attempted to cover costs by offering courses in 
Business English and Computer Skills. While these courses have generated a significant 
portion of the Academy's revenue, these efforts have still not covered the variable costs of 
offering these courses when allocating classroom costs based on the number of hours of 
utilization to determine total course delivery costs by type of course. See 2000-01 Projected 
Income Statement, Appendix B. 
While many Georgian banks said they would continue to send participants to courses in the 
event course fees were doubled to 100 GEL, many believe participation will drop, especially 
if course quality suffers or courses are delivered by Georgian instructors. 
The Academy will not be able to generate the revenue it realized last year from its near- 
break-even courses (Business English and Cambridge English classes, which contributed 44 
percent of the Academy's revenue in 1999/2000). This is due to the formation of a British 
Council Public Service Language Center (PSLC), which has taken the academy's best 
instructors due to promises of permanent employment and will likely take all market share of 
the English-language instruction market. 
Without USAID support, the Banking Finance Academy will be subject to additional taxes 
currently not payable due to bilateral agreements between the U.S. and the Republic of 
Georgia. While the Academy is registered as a not-for-profit institution and, therefore, not 
subject to profit taxes, it will be liable for VAT payments of 20 percent of revenue when not 
supported by USAID as well as social taxes for employees at 31 percent of salaries. This tax 
burden will place a significant strain on the Academy in its attempt to achieve self- 
sustainability. 



Overall Assumptions: 

Director Appointment: Many of the strategic options outlined herein require that the 
Academy recruit a new director, unless it is determined that the Academy will close or merge 
with another institution. In these events, appointment of a new director is unnecessary, and 
the Academy c& operate this autumn with existing staff. 

Barents Courses Delivered in Autumn: Under any scenario, Barents will deliver a certain 
number of bank training courses in the autumn, the content of which must be prioritized by 
the bank shareholders. The number of courses will depend on whether the Academy will 
continue to offer banking courses through Georgian instructors beyond the end of the funding 
period. If this is the case, a Training of Trainers program should be developed and delivered 
prior to the end of the USAID contract to continue to build a repertoire of viable Georgian 
instructors and course materials. This program will require use of some funding currently 
allocated to general course delivery. 

Training of Trainers: The Academy is currently able to offer six courses taught by Georgian 
instructors: Foreign Exchange, Letters of Credit, Problem Loan Management, Credit 
Analysis, Customer Service and Human Resources Management. While this does provide a 
base of course offerings, it does not provide enough breadth for the Academy in the future 
and will need to be expanded if the Academy is to continue offering courses. Therefore, the 
project will need to invest in a Training of Trainers course to develop Georgian instructors to 
teach courses in fields such as: h s k  Management, Assetaiability Management, Treasury 
Management, Strategic Planning, Bank Product Marketing, IAS Bank Accounting and others, 
as prioritized by the Academy's bank shareholders. 

Financial Resources: The Academy has substantial financial resources in reserve, both from 
the original contribution of capital from shareholders ($31,000) and the accumulation of 
"profits" from course delivery and classroom rental ($41,000.) Expending these resources 
can help ''buy time" for the Academy, supporting its activities substantially into the future, 
depending on the strategic option selected. 

Tau Burden: With the possible exception of certain options in which the Academy could still 
be considered under the auspices of a donor-funded program, the Academy faces the 
implementation of VAT taxes payable on all revenues that currently seem unable to be 
passed onto customers as well as the imposition of social taxes on staff salaries. The addition 
of these plus other taxes make self-sustainability even more improbable, as seen in the 
financial projections. A new director and the bank shareholders will need to find a way to 
alleviate this tax burden or pass it onto customers during the years of transition to self- 
sustainability. 

KPMG Barents 
July 2000 



Strategic Choices 

The Banking Finance Academy has the following strategic options, not all of which are mutually 
exclusive. The comparative financial impact of these options are evaluated in Appendix D. 

1. Become a Financial Services Training Center 

Strategic Advantages: 

Since the Academy can substantially increase its revenues by renting out its classroom space, 
thereby subsidizing the delivery of banking courses at the Academy, the Academy can 
embark on a plan of renting out its excess classroom space under a marketing program aimed 
at positioning the Academy as an overall Financial Services Training Center. The Academy 
can provide classroom space for rent and offer additional services for the delivery of training 
courses such as photocopying course materials, equipment rental and seminar logistics 
management including arranging hotel accommodations for seminars delivered to regional 
participants in Tbilisi. 
USAID supports a number of programs in Georgia specifically targeted to developing the 
financial sector of the economy, such as: Capital Markets, Fiscal and Tax Reform, 
Accounting, Bank Supervision and SME Development. All such projects have training 
components and many will be seeking classroom facilities. Further, USAID has a vested 
interest in directing the delivery of these training programs to support the Academy, which it 
has expended considerable h d s  to support. Therefore, the Academy would have a captive 
market for promoting this service for the foreseeable future. 
By supporting other financial and economic development activities, the Academy retains its 
"financial services" focus by offering programs that will affect the development of the 
financial sector at large, thereby the banking system. Offering courses supporting the 
development of other financial sector initiatives is more aligned with the original strategic 
plan of the Banking Finance Academy than proposals submitted in the past for providing 
other training services (such as English), which the shareholders elected not to support. 

Disadvantages: 

While this option does reduce the net operating losses of the Banking Finance Academy, 
pursuing this option will not of itself enable the Academy to break even, even with full rental 
utilization. The Academy will break even by implementing this strategy only if rental space 
fees or course delivery fees are raised substantially to cover operating shortfalls and VAT is 
collected on incremental income. (See Exhibit C, Classroom Rental Strategy.) 
Expanding its course delivery beyond banking may result in the Academy's losing its focus 
on delivering banking courses, thereby becoming merely a "real estate" venture by renting 
classroom space. 
Depending on revenues from other USAID programs is not a long-term solution since these 
programs will also eventually terminate. Nevertheless, it can help prolong the Academy's 
financial viability until the banking system can afford to support the Academy more 
substantially in the future. 

KPMG Barents 
July 2000 



Required Actions: 

Should this option be vigorously pursued, the Academy obtain commitment from other 
USAID-funded programs to rent classroom space. The Academy has already obtained the 
commitment from the Barents Group Tax project to rent substantial space through the next 
year although the exact timing and delivery schedule has not yet been determined and there 
may be some slippage in the timing of course delivery. In addition, tax training is not an 
ongoing pursuit and will terminate in the next year. The Academy has also already obtained 
the commitment from the Booz Allen Bank Supervision project to conduct four remaining 
courses of its bank supervisor certification program at the Academy and will be discussing in 
the near future the degree to which the Academy can depend on ongoing revenues from this 
training. 
The Academy needs to develop a marketing plan to sell the Academy's facilities to other 
programs, which it has already begun. Components already developed include the 
development of the Academy's web site that promotes its facilities and the completion of 
several personal sales calls. 

2. Cooperate more closely or "Merge" with other Financial Training Programs 

Strategic Advantages: 

The existence of other training programs offered to the broader financial services sector in 
Georgia creates opportunities for the Academy to spread the fixed costs of its activities (staff, 
office space, fixed telephone and computer expenses) over a wider range of activities and 
offering a broader range of training "products" to a larger target audience. 
Specifically, the delivery of training programs to broker-dealers in the securities industry 
through USAID Capital Markets project can provide synergies for the Banking Finance 
Academy, especially because several banks even have brokerage subsidiaries that would 
benefit from ongoing training that can be offered through the Academy. Other resources, 
such as Georgian instructors, could also be "shared"; for instance, a bank recently mentioned 
a course in Securities Operations as beneficial to the banking system, which could be offered 
by an instructor already trained to deliver such courses to the Georgian securities industry. 
As the securities industry grows, the Academy also widens its target market by potentially 
offering courses already developed for banks such as Customer Service, Human Resources 
Management, etc., to brokerage agencies. 

KPMG Barents 
July 2000 



To the degree that USAID funding will continue to be available to other groups, such as the 
Capital Markets program, the Academy can potentially obtain subsidies for some of its fixed 
costs from USAID financial support of the program. The Academy could also investigate the 
likelihood of its ability to continue to claim USAID support, thereby also alleviating its tax 
burden in the short run. As seen in Exhibit D, which presents the financial impact of the 
Various Strategic Options, the best financial scenario for the Academy would be to merge 
with the Capital Markets program, thereby obtaining subsidies for fixed costs and tax 
advantages by continuing to operate under a USAID umbrella. While obtaining this financial 
advantage through the continued support of USAID is not a long-term strategy, it does help 
buy time for the Academy to develop other programs and the banks to develop greater 
revenue growth and stronger balance sheets. 
The global banking system is increasingly focusing on offering "universal" financial services 
through the development of subsidiaries that offer a range of financial products to corporate 
and individual clients in securities underwriting and brokerage, asset management, insurance 
underwriting and brokerage, pension and retirement planning and other services. Positioning 
the Academy to offer training in a wide variety of financial sector programs promotes 
Georgian banks' ability to cross-train its staff on the range of financial products offered by 
global "universal banks." 

Disadvantages: 

As illustrated in Appendix D, should USAID support for the Capital Markets program not be 
extended, merger would actually be detrimental to the Academy unless shortfalls were 
absorbed by the securities industry. Even if fimding for the continuation of the Capital 
Markets program is continued for another year, the short-term nature of extended support for 
this training also makes this strategy highly transitionary and unable to be sustained longer 
than one year. 
So far, shareholders have been very reluctant to embrace this option as a solution, believing 
there to be competition and a conflict of interest between the two groups. This must be 
discussed and addressed in the merging of these activities. 
Sharing fixed expenses such as staff would require that the Academy's director have two 
separate reporting entities since it is unlikely that both the bank shareholders and the 
securities industry advisory board would agree to a seamless merger. Conflicts between 
them would place the director in the center of disputes, which could disrupt the smooth 
operation of the Academy. 

Required Actions: 

In the event that a merger or greater "cooperation" is accepted, the distribution of Academy 
resources between the two programs must be discussed and resolved. It is conceivable that 
the Academy can retain its bank shareholder ownership and the two programs could be run 
separately but under the same "institute." Nevertheless, issues such as who the director 
reports to, how the Academy's shareholders interact with the Capital Markets Advisory 
Committee (comprised of the Stock Exchange, the Broker-Dealer Association and the 
Securities Commission) and how the Academy can be considered under the USAID umbrella 
for tax purposes must also be determined. 
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Academy shareholders must nominate a committee which will take responsibility for 
interacting and negotiating with the Capital Markets Advisory Committee to determine the 
"rules" of the merger including the legal relationship and the practical working relationships 
of the two groups. 

3. Become "Acquired" by Existing Educational Institutions 

Strategic Advantages: 

Becoming "acquired" by one of the two educational institutions in Tbilisi offering higher 
education in business and management may provide the Academy with greater leadership, 
more stable finances through economies of scale, diffused expenses and the sharing of 
institutional resources that would contribute to its survival. 
The Academy could sustain its own identity as an institution of continuing education for 
bank professionals, similar to the way in which American business schools have established 
separate institutions serving the business community and which foster greater cooperation 
between business education and the industries served by educational facilities. 
Ultimate leadership would be the responsibility of the rector of the university, and fixed costs 
such as other staff, accounting functions, logistics, security and maintenance could be 
absorbed by the university. 
The Academy and the university could share instructors in management, accounting, finance, 
marketing and other business activities developed by the university. The university could 
utilize instructors developed in the banking field (either existing or initially developed this 
autumn) that would conmbute to the development of a faculty or focus in banking at the 
university level, a prospect already discussed by some banks and the European School of 
Management (ESM). 
The Academy could continue to have access to Western courses through either university due 
to cooperation of ESM with the London School of Business and of the Causasus School of 
Business with Georgia State University. Should a banking program be established at either 
university, it is possible that the university could recruit visiting professors of banking to 
provide some, although likely few, seminars to bank professionals. 
Training of Trainers activities this autumn could be integrated with the university to help 
develop a longer-term focus for the universities in teaching banking topics. 

Disadvantages: 

Although financially more viable than several other options, at this point, it is very unclear 
what the exact financial impact of this type of program would be. Nevertheless, the possible 
financial impact is quantified in Appendix D. 
Lack of vision of university rectors could result in the eventual loss of the Academy's 
identity as a separate institute under the umbrella of the university and its mission lost in 
pursuit of the separate strategic goals of the university. 
Lack of specific focus on continuing education and lack of qualified instructors in general 
could eventually lead to the dissolution of the Academy. 
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Required Actions: 

Bank shareholders would have to determine the degree to which it would require the 
university to retain the identity of the Academy in exchange for access to Academy assets 
through the "acquisition." Further, bank shareholders would have to become more involved 
in shaping the direction and leadership of the Academy than they do at present or the focus 
on continuing education for bank professionals would likely be lost. 
Bank shareholders would have to determine which university it wanted to support. As an 
initial impression, the rector of the ESA seems to lack certain vision for creating and 
retaining an Academy for the Continuing Education of Bankers (i.e., the Banking Finance 
Academy) than does the rector of the CSA, but the ESA has a longer-term, self-sustaining 
history than does the CSA, which would likely make ESA more financially viable and more 
likely to continue to operate. 
Bank shareholders would have to determine how the shareholders interact on an ongoing 
basis with the university, whether through an advisory board, joint ownership of the 
Academy with the university, etc., and how this will affect the Academy's legal status and 
the way in which it operates. 
Bank shareholders would have to determine whether they wanted to retain the Academy's 
current premises to maintain a degree of autonomy and how to pay for this when classroom 
space could be available at the university at no cost. They would also have to determine the 
tradeoff of poor teaching conditions for bank professionals at the university during energy 
crises. 
Academy shareholders must nominate a committee who will take responsibility for 
interacting and negotiating with the selected university to determine ;he "rule? of the 
acquisition and the legal relationship of the Academy and the university. 

4. Close Down Completely after Year-End 2000 

Strategic Advantages: 

The Academy will have extreme difficulty in meeting its goals for self-sufficiency, as 
illustrated by the financial impact of the range of options outlined in Appendix D. Under 
most scenarios, it could operate for one more year, perhaps until December 2001, utilizing 
financial assets to cover cash-flow losses. And, even though there has been great effort made 
to train Georgian instructors on the delivery of banking courses (and they have delivered 
these courses at the Academy in the past), the Academy lacks the ongoing ability to support 
the continual update of courses and development of instructors that would generate ongoing 
course revenues in the future. Further, the banks' unwillingness or inability to pay more per 
course than $25 indicates that the Georgian banking community is currently too small and 
too poor to sustain an Academy dedicated to meeting the ongoing training needs of Georgian 
banks. 
Realizing the likelihood of the Academy's inability to be self-sustaining will allow the focus 
of remaining USAID funds to be spent on delivery of courses this autumn that address the 
banking system's most urgent needs for training. 
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Determining it will not operate allows shareholders to concentrate on managing their banks 
in the short run. 

Disadvantages: 

Much effort and expense has been borne by USAID and the banks themselves on establishing 
the Academy. It will cost more to reestablish the Academy in the future when the Academy 
may be able to survive for several years, buying time for the banking system to mature. 
Continued opportunity for Georgian banking instructors to obtain practice in their teaching 
abilities will be lost, creating a future void in the ability of Georgian instructors to provide 
training to Georgian bankers. 

Required Actions: 

Determination of most important courses to be delivered to the banking system this autumn. 
Determination of method of asset distribution to the bank shareholders. 

Financial projections based on these options follow. 
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1999-2000 A 

Revenue and Gross Margin Analysis by Course Type 

APPENDIX A 
~cademic Year (September 

Revenue 

Barents Banking Seminars 
Georgian Banking Seminars 
Business English 
Cambridge English 
Computer Classes 
GMAT Preparation 

1 Total 

Classroom Rental Revenue 

TOTALREVENUE 

Variable Expenses 

Georgian lnstructor Salaries 
Banking Instructors (3 x $300) 
Business English Instructors (8 cl x3 mo x $200) 
Cambridge lnstructor (3 cl x 6 mo x $200) 
Computer Instructor (3 cl x 2 mo x $120) 
GMAT lnstructor 

Course Materials 
Xerox Expenses 
Office Supplies 
Coffee Breaks 
Other Expenses 
Heating Costs 
Classroom Rental Costs 

Total Variable Expenses 

Gross Margin 

Gross Margin Including Rental Income 

Gross 
Revenue 

S 3,420 
$ 800 
S 9,014 
S 3,642 
S 1,390 
$ 950 

S 19.216 

s 9,745 

S 28.961 

Number of Number of 
Courses Particpants 

, to August) 

Revenue Instructor Room Cost 
Per Participant Costsfrype Per Type 

Number of Number of Pay per 
Expense CoursesIMos CousrseslMos CourseIMo 

$ 900 3 $ 300.00 
$ 4.800 8 3 $ 200.00 
$ 2.800 3 6 $ 200.00 
$ 520 3 2 $ 120.00 
$ 1.800 1 6 $ 300.00 
$ 2.587 6 
$ 1,950 
$ 720 
$ 1,000 
$ 367 
$ 850 
$ 12.000 

S 30,294 

S (11,078) 

S (1,333) 

$ 7.474 Variable Misc 
$ 6.718 Fixed Misc. 
$ 14,192 

Variable Cost Total Cost 
Per Type Per Type 

Gross Margin Gross 
Course Type WlOff: 

Renta 
S (3,273) $ 
S (2,108)f 
S (790) S 
S (2,743) $ 
5 142 $ 
S (2,307) S 

Fixed Expenses 

Office Expenses 
Office Expenses 



Office Rent 
Telephone 
Electricity 
Email 
Document Translation 

Subtotal Office 
Salarl Expenses 

Director 
Secretary 
Accountant 
Interpreter (Barents Courses) 
Driver 
Security 

Subtotal Salaries 

Total Fixed Expenses 

Total Expenses 

Net Operating Loss 



HOW COOPERATION MIGHT WORK 
For Illustrative Purposes Only. 

Sep-Dec 2000 Jan-Dec 2001 

Banking Capital Markets Banking Capital Markets 
Program Program Program Program 

Revenue from Seminars 

Banking Seminars 
Capital Markets Seminars 

Total Revenue 

Variable Expenses 

Instructor Fees 
Banking Instructor Fees 
Capital Markets Fees 
Miscellaneous Variable Expenses 
Banking Course Delivery Expenses 
CM Course Delivery Expenses 
Total Variable Expenses 

Fixed Expenses 

Salaries 
Director 
Training ManagerIAsst. Director 
Accountant 
Secretary 
Technical Assistant 

Total 

Other Fixed Expenses 
Classroom and Oftice Rent 
Other Fixed Expenses 
Total 

Total Fixed Expenses 

Total Expenses Banking Program 

Total Expenses CM Program 

Less Revenue Per Program 

Cost to Program 

Assumes 12 banking courses and 12 capital markets courses in 2000; 20 courses for each program in 2001. 



APPENDIX B 
Projected Base Income Statement 2000-2001 

Revenue from Seminars Number of Number of Course 
Course Fee Courses Particpants Revenue 

Barents Banking Seminars $ 25 4 20 $ 2,000 
Georgian Banking Seminars $ 25 16 15 $ 6,000 
Computer Courses $ 100 4 5 $ 2,000 

Total Revenue 24 340 $ 10,000 

Variable Expenses 

instructor Fees Per Course Total 
Banking Instructor Fees $ 300 $ 4,800 
Computer Instructor Fees $ 120 $ 480 
Interpreters (Barents Courses) $ 150 $ 600 

Miscellaneous Variable Expenses 

Paper 
Spines 
Cover Sheets 
Kerosene 
Copier Toner 
Copier Cartridges 
Printer Cartridges 
Kitchen Supplies 
Copier Maintenance 
Network Maintenance 

Monthly 
$ 200 
$ 50 
$ 50 
$ 100 
$ 100 
$ 75 
$ 50 
$ 100 
$ 50 
$ 50 

Annually 
$ 2,400 
$ 600 
$ 600 
$ 1,200 
$ 1.200 
$ 900 
$ 600 
$ 1,200 
$ 600 
$ 600 

Total Variable Expenses $ 1,395 $ 15,780 



Fixed Expenses 

Salaries 
Director 
Accountant 
Secretary 
Technical Assistant 
MainenancelSecurity 

Total 

Other Fixed Expenses 
Classroom and Office Rent 
Petrol 
Office Supplies 
Telephone 
EmaiVlnternet 
Computer Checkup 
Total 

Total Fixed Expenses 

Total Expenses 

Net lncome before Taxes 
Less Taxes: 

VAT (20% of Revenue) 
Miscellaneous Taxes (3% of Exp) 

Net Income 

Monthly 
Net 

$ 700 
$ 350 
$ 350 
$ 400 
$ 200 
$ 2,000 

Annual with 
31% Taxes 
$ 11,004 
$ 5,502 
$ 5,502 
$ 6,288 
$ 3,144 
$ 31,440 

Monthly Annual 
$ 1.680 $ 20,160 
$ 50 $ 600 
$ 20 $ 240 
$ loo $ 1,200 
$ 75 $ 900 
$ 50 $ 600 
$ 295 $ 23,700 



Summary Financials 

Actual Projected 
1999-2000 2000-2001 

Seminar Revenue 
Rental Revenue 
Total Revenue 

Variable Expenses 
Salary Expenses 
Fixed Expenses 
Total Expenses 

Net Income before Taxes $ (70,498) $ (60,920) 
Less Taxes $ - $ 2.403 

Net lncome wlo Rental lmpact $ (80,243) $ (63,323) 

Net Income wlo Tax Impact $ (80,243) $ (53,480) 

Notes: 
VAT. Social Costs and other taxes were not included in 1999-2000 actuals. 



Variable Expenses Monthly Annually 

Instructor Salaries (by Course) 
Course Materials 
Xerox Expenses 
Office Supplies 
Coffee Breaks 
Other Expenses 

Total Variable Expenses 

Course Revision Expenses (by Course) 

Fixed Expenses 

Office Expenses 
Office Rent 
Telephone 
Electricity and Petrol 
Ernail 
Office Supplies 

Subtotal Office 
Salary Expenses (Including 32% Social Costs) 

Director 
Training Manager 
lnterpreterrrranslator* 
Office Assistant 
Accountant 
Technical Assistant 
Office Maintenance 

Subtotal Salaries 

Capital Expenses* 
Photocopier 
Laptop (2) 
Laser Printer (1) 
Replacement HeaterlNC 

Total Capital Expenses 

Total Fixed Expenses 

Total Expenses 

Necessary only if contractor does not have staff interpreterltranslator. 
**This is replacement equipment due to four years' depreciation of existing Academy equipment 



APPENDIX D 
Various Strategic Options 

Scenario 1 Scenario 2 Scenario 3 Scenario 4 Scenario 5 
Delivery of Classroom USAlD No USAlD University 

Bank Courses Rental Subsidies Subsidies Acquisition 
Only Scenario 6 for Cap Mkts for Cap Mkts 

Bank Seminar Revenue 
Rental Revenue 
Capital Markets Revenue 
Total Revenue 

Variable Bank Course Expenses 
Variable Cap Mtks Expenses 
Rent plus other Fixed Expenses 
Salary Expenses 
Total Expenses 

Net lncome before Taxes 
Less VAT 

Net lncome 

Assumptions: 
Scenario 1 : 

All revenue projections for banking course delivery based on standard model. 
All variable expenses for banking course delivery based on standard model. 
Forfeiture of ofTicelclassroom; assumes monthly office rent of $200 and $70 per day expenses to rent classroom. 

Scenario 2: 



Most likely scenario option for classroom rental. All other revenue and expenses based on standard model. 
Scenario 3: 

All revenue and variable expense projections for banking course delivery based on standard model. 
Revenue for capital markets courses based on projections of 51 seminars, 15 participants per course, $25 per participant. 
Rental revenue assumed to be Scenario 6, which is close to full utilization due to banking and capital markets course delivery needs. 
All variable expenses for capital markets course delivery subsidized by USAID. 
All salaries and miscellaneous fixed expenses for the joint program subsidized by USAID. 
Classroom and office rent assumed borne by the Academy. 
VAT not paid for Capital Markets seminars. 

Scenario 4: 
Assumptions identical to Scenario 3 except that USAID does not subsidize capital markets delivery. Projected capital markets delivery costs of: 

Revenue $ 19.125 (51 seminars, 15 participants per course, $25 per participant) 
Fixed Expenses $ 20,596 
Course Revision $ 18,000 

Variable Expenses $ 42,140 
Net Income $ (61,611) 

Scenario 5: 
All revenue and variable expense projections for banking course delivery based on standard model. 
Forfeiture of office/classroom and no rental income. 
Miscellaneous fixed expenses based on standard model, less classroomloffice rental expenses. 

I Salary expenses assumed to be for Director only; other tasks provided by existing university personnel. 



Bank Seminar Revenue 
Rental Revenue 
Capital Markets Revenue 
Total Revenue 

Variable Bank Course Expenses 
Variable Cap Mtks Expenses 
Rent plus other Fixed Expenses 
Salary Expenses 
Total Expenses 

Net Income before Taxes 
Less VAT 

Net Income 

REVISED APPENDIX D 
Various Strategic Options 

Scenario 1 Scenario 2 Scenario 3 
Classroom USAlD University 

Rental Subsidies Acquisition 
Scenario 6 for Cap Mkts 



Assumptions: 
Scenario 1: 

Most likely scenario option for classroom rental. All other revenue and expenses based on standard model. 
Scenario 2: 

All revenue and variable expense projections for banking course delivery based on standard model. 
Revenue for capital markets courses based on projections of 51 seminars, 15 participants per course, $25 per participant. 
Rental revenue assumed to be Scenario 6, which is close to full utilization due to banking and capital markets course delivery needs. 
All variable expenses for capital markets course delivery subsidized by USAID. 
All salaries and miscellaneous fixed expenses for the joint program subsidized by USAID. 
Classroom and office rent assumed borne by the Academy. 
VAT not paid for Capital Markets seminars. 
Capital Markets seminar assumptions: 

Revenue $ 19,125 
Fixed Expenses $ 20,596 
Course Revision $ 18,000 

Variable Expenses $ 42,140 
Net Income $ (61,611) 

Scenario 3: 
All revenue and variable expense projections for banking (51 seminars, 15 participants per course, $25 per participant) 
Forfeiture of office/classroom and no rental income. 
Miscellaneous fixed expenses based on standard model, less classroom/office rental expenses. 
Salary expenses assumed to be for Director only; other tasks provided by existing university personnel. 
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CONSULTANT'S NOTE 

The following diagnostic report cites the current and optimal level of performance for USAZD's Banking-Finance Academy 
and Capital Markets Training Unit. Barents Group established and manages both training entities. Therefore, the reader 
will note similarities in the current and optimal levels ofperformance. 

The data on the currentperformance of the Banking-Finance Academy was reviewed and approved by the former Director, 
Tamrico Pavlenishvili. 

The data on the current performance of the Capital Markets Training Unit was reviewed and approved by the former 
Training Manager, Nutasha Nikuradze. 

Suggestions to improve the level of performance within the training entities assumes that cooperation will be established to 
each entities satisfaction. This cooperation willpermit the training entities to collectively improve their training 
infrastructure so that it can address the training needs of the banking and the capital markets community. Most importantly, 
cooperation will permit access to future USAZD funding. 



TABLE OF CONTENTS 

I. Introduction 

11. Diagnostic Approach 

111. Performance Gap Analysis 

A. Current Banking-Finance Academy Performance 

B. Current Capital Markets Training Unit Performance 

C. Optimal Banking-Finance Academy Performance 

D. Optimal Capital Markets Training Unit Performance 

E. Operating Environment 

IV. Performance Gap Closure 

V. Next Steps 



I. INTRODUCTION 



INTRODUCTION 

This diagnostic report is thefirst step in quantifiing the current level of self-sustainability of USAID'S Banking-Finance 
Academy and the Capital Markets Training Unit as well as the steps to improve overall capability.. . 
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11. DIAGNOSTIC APPROACH 



DIAGNOSTIC APPROACH 

The diagnostic approach was driven by need to measure the current breadth and depth of the training infrastructure of the 
Banking-Finance Academy and the Capital Markets Training Unit.. . 

TRAINING INFRASTRUCTURE 

Evaluation 
How do you evaluate 

your programs? 

Implementation 
How do you implement 

your programs? 

Design 
How do you design 

your programs? 
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Marketing 
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DIAGNOSTIC APPROACH 

Each component of the Banking-Finance Academy and the Capital Markets Training Un 
document the current level of activity.. . 

TRAINING INFRASTRUCTURE COMPONENTS 

Design 

b Training Needs Assessment 
Activity 
+ Training Plans 
4 Develop and Select Training 

Programs 
4 Training Evaluation 

+ Training Program Components 
+ Learning Objectives 
+ Learning Methodologies 
+ Training Resources 

+ Design Standards (Templates) 
Participant Guide 

+ Leader's Guide 
+ Overheads 
+ Pre and Post Test 

Examinations 
+ Course Evaluation Foms 
+ Glossary 

+ Process Improvement Activity 

Imp[ementation 

b Administrative Activity 
b Registration Activity 
b Accounting Activity 
b Course Logistics 
b Process Improvement Activity 

it's infrastructure was reviewed to 

Marketing 

1 Training Entity Mission 
r Marketing Objectives 
1 Marketing Channels 
1 Marketing Activities 
1 Process Improvement Activity 

Each activity was then evaluated to determine i f a  perfornrance gap existed.. . 

A ~ F  

- 
Evaluation 

+ Evaluation Activity 
Course Evaluation 

4 Instructor Evaluation 
Training Entity Evaluation 

+ Evaluation Levels 
+ Reaction 
+ Learning 
4 Behavior 
+ Results 

4 Success Factors 
4 Process Improvement Activity 
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PERFORMANCE GAP ANALYSIS 

Performance gaps were identijied to determine how to improve the training infrastructure of the Banking-Finance Academy 
and Capital Markets Training Unit ... 

PERFORMANCE GAP IDENTIFICATION 

Desired 
Performance 

Performance 

Current 
Performance 



PERFORMANCE GAP ANALYSIS 

Many interrelated factors influence the Banking-Finance Academy and the Capital Markets Training Unit's performance 
and ultimately, their selj-sustainability ... 

FACTORS INFLUENCING PERFORMANCE 

Implementat ion 

Env i ronment  

Evaluation Market ing 

This report will detail the current and optimal training infrastructure performance of the Banking-Finance Academy and 
the Capital Markets Training Unit as well as provide recommendations on how to improve performance over the comitig 
months.. . 



A. CURRENT BANKINGFINANCE ACADEMY PEWFORMANCE 



BANKING-FINANCE ACADEMY DESIGN 

Current design performance is informal and dependent upon Barents Group for curriculum and instructors ... 
ACTION ITEM 

Training Needs Assessment Activity 
+ Training Plans 
+ Select and Develop Training Programs 
+ Training Evaluation 

6 Training Program Components 
+ Learning objectives 

+ Course 
+ ModulelChapter 

+ Learning Methodologies 
+ Lecture 
+ Discussion 
+ Individual and Group Exercise 
+ Case Studies 
+ Video and Audiotape 
+ Simulations 
+ Computer Based Training 
+ Coaching 

+ Training Resources 
+ References 
+ Dictionary 

to determine which courses they have the expertise to offer. 
+ Notify banks of courses that the Academy is considering. 
+ Banks express interest in courses and suggest additional courses. 
+ Monthly meetings with the Academy's Founders to discuss current activities. 
+ Barents provides a majority of the Academy's cumculum (76%) through the use of foreign 

instructors. 
+ Discuss and agree upon course content with instnrctors (no formal documentation). 
+ Local instructors develop and build materials based on Georgian reality using the existing 

Barents Group materials. 
6 In some cases, local instructors used select western design features when developing materials 

such as a table of contents. 
+ Like Barents, established that courses should be five days in length (changes are possible to 

best suit the needs of the customer). 
+ Like Barents, used individual and group exercises as well as case studies. 
+ Use of literature lists and definition of specialized terms. 
+ Banking Glossary (needs to me more precise). 



BANKING-FINANCE ACADEMY DESIGN CONTINUED 

Design performance is informal and dependent upon Barents Group ... 
ACTION ITEM 

+ Design Standards (Templates) 
+ Participant Guide 
+ Leader's Guide 
+ Overheads 
+ Pre and Post Test Examinations 
+ Course Evaluation Forms 
+ Glossary 

+ Course Presentation 
+ Instructor identification 
+ Presentation standards 

+ Process Improvement Activity 

+ Basic requirements for the appearance and content of participant materials and overheads (n - - 

formal documentation). 
+ Instructor notes or leader's guides were required for future local instructors to use. 
+ Barents Group materials include: Participant Guide, Leader's Guide, Overheads, Handouts 

and Exercises (same requirement should apply to the materials developed by local instruct01 

+ Informal standards are used to identify, select, motivate and coach instructors. 
+ Informal standards communicated to local instructors. 
+ Instructor evaluation limited to questions on course evaluation form and the level of 

performance at the bank of the individual based on comments of the employer (limited 
information on instructor's presentation skills). 

+ Feedback of western instructor on performance of the local instructor (no formal 
documentation.) 

+ Conduct course and instructor evaluations. 
+ Debrief course developers and instructors following course using the course/instmctor 

evaluation form and decide on changes (no formal documentation). 

The design component needs to be formalized. More importantly, it needs to be less dependent upon donor support ... 



BANKING-FINANCE ACADEMY IMPLEMENTATION 

Current implementation performance is satisfactory and primarily conducted by locals ... 
ACTION ITEM 

4 Administrative Activitv 

-. __ 
CURRENTACADEMY PERFORMANCE - . - - .- . - - .- . . - -. - 

information along with an application t o m ~  is distributed to all banks at least two . -. . . . . . .. - - 
1 weeks prior to course through NBG. 

+ Secretary verifies sent information is received via telephone and fax in a week. 
+ Participants can request information via telephone, fax, mail, in-person or web. 
+ Secretary captures requester's personal data (name, bank, title, address, telephone and fax) and 

requested information. 
+ To maintain image, requests for information and all questions from banks or participants are 

forwarded to Director or Deputy Director. 
+ Information about the Academy can be obtained through Academy brochure or web page 

I (www.web.sanet.ge/bfa). 
+ Registration Activity ( + Course payments are made by banks in cash, collected by the Secretary and put in the - 

Academy's hard currency account. 
+ Names submitted on application entered on to Class Participant Roster. 
+ All course participants register and pay prior to the start of class. 
+ Secretary calls all banks to solicit registrations (when necessary). 
+ All bank employees (Commercial and NBG) are accepted for courses upon approval of the 

bank management. (Participants are not tested to verify experience level or prerequisite 
knowledge.) 



BANKING-FINANCE ACADEMY IMPLEMENTATION CONTINUED 

Implementation performance is satisfactory and primarily conducted by locals.. . 

I documentation). I 

ACTION ITEM 
+ Accounting Activity 

+ Course Logistics 

+ Process Improvement Activity 

The implementation componenf needs to be formalized and expanded ... 

CURRENT ACADEMY PERFORMANCE 
+ Accountant prepares generic receipt indicating the date and the course name. 
+ Banks pay fees of the courses for the participants in the amount of 50 Lari. 
+ Accountant pays Academy bills. 
+ Accountant calculates and pays Academy staff salaries. 
+ Accountant calculates all required taxes and presents to Director for approval. 
+ Accountant pays all required taxes. 
+ Director and Academy staff ensures that facilities are ready for training. 
+ Barents provides western instructors for eight courses (September - December 2000). 
+ Academy provides instructors for six courses (September - December 2000). 
+ Director informally secures instructor for course (no formal documentation or performance 

requirements). 
+ Secretary prepares Participant, Instructor and Interpreter Course Packet (participant roster, tent 

cards, sign-in sheet and evaluation forms). 
+ Review and discuss information cited on course/instructor evaluation form (no formal 



BANKING-FINANCE ACADEMY MARKETING 

Current marketing performance is basic and primarily dependent upon senior management communication channels ... 
- 

ACTION ITEM 
t Banking-Finance Academy Mission 

+ Marketing Objectives 

CURRENT ACADEMY PERFORMANCE 
t Academy mission is articulated in memorandum of understanding between USAID and six 

commercial banks. 
t Academy mission informally and formally communicated to participants and clients 

(brochure). 
t Set no more than 30 students as the predetermined level of course participants. - - 

t Marketing Channels 
+ Set no more than 4 participants per bank per course. 
t Marketing channels is not limited to Bank Chairman. 
t All potential customers are acquainted with new products through formal meetings with the 

chairmen of the banks, deputy chairmen, heads of personnel department and the employees of 
the banks. 

t Send faxes to the various departments with follow-up telephone conversation explaining the 
value of the product (all Academy staff was involved in this activity). 

t Marketing mail is sent NBG and held for bank pick-up. 
+ Banks are called by Secretary and notified of mail at NBG. 



BANKING-FINANCE ACADEMY MARKETING CONTINUED 

Current marketingperformance is basic and dependent upon senior management ... 
ACTION ITEM 

t Marketing Activities 

The marketing component needs to be formalized and expanded to identifyt maintain and grow clients. .. 

CURRENT ACADEMY PERFORMANCE 
t Letters are sent from one to six months notifying the banks of planned Barents and Academy 

courses. 
t Notification letters prepared and given to NBG two weeks before courses to notify banks of 

upcoming courses and other Financial Institutions as World Bank, IMF, EBRD, Shore Bank, 
Finca, and personally to foreign advisors placed at different banks of Georgia. 

t Articles in Georgian Times, Bank Plus, and TV programs about Academy and courses. 
+ Advertisements are run in the newspapers and TV. 
t Banks are called by Secretary to generate interest in upcoming courses. 
t Academy Brochure was prepared and distributed to all the possible clients. 
t Discussions were held with USAID on the possible cooperation with other donor-funded 

+ Process Improvement Activity 
organizations. 

t Met with banks once a month to discuss courses, needed training and accuracy of marketing 
(no formal documentation). 



BANKING-FINANCE ACADEMY EVALUATION 

Current evaluation performance is limited and focused on measuring reaction. .. 

+ Results 
+ Success Factors I + Discussions with Academy Founders, USAID and Barents on how to manage a self-sustaining 

ACTION ITEM 
+ Evaluation Activity 

+ Course Evaluation 
+ Instructor Evaluation 
+ Banking-Finance Academy Evaluation 

t Evaluation Levels 
+ Reaction 
t Learning 
+ Behavior 

CURRENT ACADEMY PERFORMANCE 
+ CourselInshuctorlTranslator evaluation conducted by Academy and Barents. 
+ Evaluation forms ask basic questions about the course, instructor and materials. 
+ Academy CourselInstructor evaluation asks a generic question about their "efforts" 

(knowledge and skills acquired during a course). 
+ Barents evaluation process also requires the instructor and the translator to evaluate the course. 
+ A six point Likert scale is used to evaluate and define participants' reaction. 
t Evaluation is conducted prior to certificate presentation. 
t Participants evaluate the Academy's level of customer service. 
t Reaction - The Academy measures the participant's "reaction" level to the course and 

instructor. 
+ Reaction - Barents measures participant, instructor and translator reaction level. 
+ Certificate awarded based on attendance only. 

The evaluation component needs to be expanded, formalized and provide information on return on investment. .. 

+ Process Improvement Activity 
banking institute. 

t Informal discussions with bankers about course and it's usefulness. In some cases, receive 
documentation from banks on benefits of courses. 

+ Review and discuss course/instructor evaluation results (no formal documentation). 



B. CURRENT CAPITAL MARKETS TWINING UNIT PERFORMANCE 



CAPITAL MARKETS TRAINING UNIT DESIGN 

Current design performance is formal and dependent upon Barents Group for training and subject matter experts ... 
ACTION ITEM 

+ Training Needs Assessment Activity 
4 Training Plans 
4 Select and Develop Training Programs 
4 Training Evaluation 

.- - .- .- - - . . 
CURRENT TRAINING UNIT PERFORAIANCE 

-. - - . - - .- . - - - - - - - -. - - 
+ With the leadershin of a western traininr consultant and the '1 raininr Advisory Board, - - 

conducted TNA that identified the knowledge, skills and attitude competencies for the stock 
exchange, regulator, registrar and broker. , 

4 With the leadership of a western training consultant and the Training Advisory ~ o a h ,  
developed Training Plans to establish a core level of capital markets knowledge and skills. 

+ With the leadership of a western training consultant, western subject matter experts and the 
Training Advisory Board, developed two workshops and eight courses. 

+ With the leadership of a western training consultant, western subject matter experts and the 
Training Advisory Board developed pre and post-program examinations. In addition, a 
follow-up consulting checklist was built for one workshop (Colporate Governance) and two 
courses (Overview of the Capital Markets Industly and Operations of the Investment 
Industry). 



CAPITAL MARKETS TRAINING UNIT DESIGN CONTINUED 

Current design performance is formal and dependent upon Barents Group ... 
ACTIVITY 

r Training Program Components 
+ Learning Objectives 

+ Course 
+ ModuleIChapter 

+ Leaming Methodologies 
+ Lecture 
+ Discussion 
+ Individual and Group Exercise 
+ Case Studies 
+ Video and Audiotape 
+ Simulations 
+ Computer Based Training 
+ Coaching 

+ Training Resources 
+ References 
+ Dictionary 

+ ~ e s i g n  Standards (Templates) - 
+ Participant Guide 
+ Leader's Guide 
+ Overheads 
+ Pre and Post Test Examinations 
+ Course Evaluation Foms  
+ Glossary 

a - - . - . - - - . - . - 
CURRENT TRAINING UNIT PERFORMANCE - . - - - - - - - - - - 

I Barents providcd a western training consultant that provided leadership in assisting the Capital 
Markets community with identifying the cumculum. 

t With the assistance of a Training Advisory Board composed of key capital markets industry 
contacts, discussed and agreed upon course and workshop content. 

I Training materials are performance based and use lecture, discussion, individual and group 
exercises as well as case studies. 

I Two specialized glossaries were prepared defining specialized accounting and capital markets 
terms. 

+ A standard was established by the western training consultant along with the Training 
Advisory Board for the appearance or content of all training materials. 

+ All of the workshop and courses included instmctor notes or leader's guides for future 
instructors to use (a few guides were in English only). 



CAPITAL MARKETS TRAINING UNIT DESIGN CONTINUED 

Current design performance is formal and dependent upon Barents Group ... 

I t Instructor identification 
t Presentation standards 

ACTION ITEM 

I t Formal standards communicated to instructors. 
t Instructor evaluation consisted of questions on course evaluation form and the Instructor Skills 1 

CURRENT TRAINING UNIT PERFORMANCE 
t Course Presentation I t Formal standards are used to identify, select, motivate and coach instructors. 

results. I t Local instructors have identified percent of revision needed for existing workshop and course / 
t Process Improvement Activity 

- 
materials. However, no formal meetings have been conducted to begin the revision process. I 

Inventory completed by the western Training Consultant and/or Subject Matter Expert. 
t Conduct course and instructor evaluation. Information has been shared with Training 

Advisory Board. However, the Board had not conducted their first meeting to discuss the 

The design component needs to be less dependent upon donor support ... 



Current implementation performance is formal and primarily dependent upon Barents Group for training and subject matter 
experts.. . 

ACTION ITEM 
t Administrative Activity 

t Registration Activity 

t Accounting Activity 

schedule is distributed to all potential participants prior to training. Western training 
consultant prepared all documents. 

b A listing of all the workshop and course outlines is presented to participants prior to training. 
b Training Manager captures requester's personal data (name, brokerage firm, address, 

telephone and fax) and requested information. 
b No fees are collected for workshou or courses (USAID covers fees). -.-- 

Training participants identified by USAID Task Order. 
r Training Manager (or designee) calls brokerage firms and other key entities to solicit 

registrations. 
* Names collected by Training Manager (or other designated person) entered into Class 

Participant Roster. (The western training consultant bad to be vigilant and keep pressure on 
the Training Manager to stay in constant contact with program participants to maintain their 
attendance and pass all post-program examinations.) 

+ All participants are accepted for into Broker or Capital Markets Development regardless of 
experience level. 

b Participants must pass final examination for course prerequisites. 
1 No payment is collected for workshops or courses. It is doubtful that the capital markets 

community could pay for training at this stage of their development. 
b Project accountant pays for Training Unit related expenses. 
b Accountant calculates and pays Training Unit staff salaries. 



CAPITAL MARKETS TRAINING UNIT IMPLEMENTATION CONTINUED 

Current implementation performance is formal and dependent upon Barents Group.. . 
ACTION ITEM 

t Course Logistics 

The implementation component needs to be expanded and less dependent upon donor support ... 

CURRENT TRAINING UNIT PERFORMANCE 
t Training Manager and GSE staff ensures that facilities are ready for training. 
4 Training Manager secures and manages all workshop and course instructors. Training 

Schedule is presented to all instructors. 
t Training Manager (or designee) prepares participant roster, tent cards, sign-in sheet and 

evaluation forms. 

t Process Improvement Activity 
4 Training Manager sends workshop and course materials for reproduction and binding. 
t Documentation exists on workshops, course and instructors. However, formal meetings have 

not been conducted with the Training Advisory Board to discuss the statistics. 



CAPITAL MARKETS TRAINING UNIT MARKETING 

Current marketing performance is limited and focused on task order requirements ... 
ACTION ITEM 

+ Training Unit Mission 
+ Marketing Objectives 

activity has been conducted to date. However, sufficient 
documentation exists for the Training Advisory Board to conduct meetings to discuss process 
imnrovement 

CURRENT TRAINING UNIT PERFORMANCE 
+ The Training Advisory Board has drafted the Training Unit mission. 
+ All licensed brokers were invited to attend the Broker Development Program. 

+ Marketing Channels 

+ Marketing Activities 

The marketing component needs to be formally established and expanded beyond the task order.. . 

+ A minimum of one broker from each brokerage firm was invited to attend the Broker 
Development Program. 

+ Established no more than two participants per brokerage firm per Broker Development 
Program. 

+ Marketing channels limited to senior personnel at brokerage firms, GSE, GSIA, GCSD, 
Ministries and NSCG. 

+ Marketing mail is sent to General Director or senior personnel at various entities. 
+ Training Manager contacted invitation recipients to collect the name of participants. 
+ Solicitation letters sent out by Training Manager or Training Consultant notifying capital 

markets entities of planned Barents workshops and courses. 
+ Notification letters prepared and delivered by courier three to four weeks before workshop or 

courses to notify participants of upcoming programs 
+ Press invited to graduation of brokers from the Broker Development Program and GSE and 

NSCG staff and Journalists from Capital Markets Development Program. 
+ Training Manager calls to verify marketing letters received and to collect names of 



CAPITAL MARKETS TRAINING UNIT EVALUATION 

Current evaluation performance is formal and measures reaction as well as learning ... 
ACTION ITEM CURRENT TRAINING UNIT PERFORMANCE 

+ Evaluation Activity ( + CourselInstructor evaluation conducted by Barents. The evaluation form asks basic questions 

+ Course Evaluation 
+ Instructor Evaluation 
+ Training Unit Evaluation 

+ Reaction 
+ Learning 
+ Behavior 
+ Results 

about the course, instructor and materials along with the importance of the program in meeting 
their learning objectives. 

+ A six point Likert scale is used to define participant reaction. 
+ Evaluation activity conducted ~ r i o r  to certificate oresentation. -. - .  I + No dialogue is conducted with workshop or course participants to clarify ratings or comments. 

( + Reaction - The Training Unit measures the participant's "reaction" level to the course and - 
instructor. 

+ Learning - All workshop and courses include pre and post examinations. 
+ Behavior/Results - For select programs, a follow-up consulting checklist was built to verify 

command of learning obiectives two to three months after program. 

The evaluation component needs to be expanded to provide information on return on investment.. . 

+ Success Factors 

+ Process Improvement Activity 

+ Certificate awarded based on performance and attendance. 
+ The Training Unit was just beginning discussions on the future of the Training Unit. 

Therefore, no formal meetings have been conducted with GSE, GSIA, NSCG, GCSD, USAID 
and Barents on how to manage a self-sustaining capital markets institute. 

+ No formal discussions have been conducted on how to improve materials or instructors. 
However, documentation exists for the Training Advisory Board to begin these discussions. 



C. OPTIMAL BANKING-FINANCE ACADEMY PERFORMANCE 



BANKING-FINANCE ACADEMY DESIGN 

The design component requires significant improvement to ensure long-term self-sustainability.. . 
ACTION ITEM OPTIMAL ACADEMY PERFORMANCE 

- 
+ Training Plans 
+ Select and Develop Training Programs 
+ Training Evaluation 

+ Training Needs Assessment Activity 1 + With assistance from local bankers, identify optimal knowledge and skills required in the 
Georgian banking industry. 

+ Gather quantitative and qualitative information from all banks about their employee's current 
level of know!edge and skills. 

+ Identify perfonnance gaps. 
+ Identify environmental issues. 
+ Analyze the most effective solutions for improving the identified performance gaps and 

environmental issues. 
+ Determine training priorities. 
+ Establish cumculum to improve knowledge and skill performance. 
+ Evaluate participants to determine if training accomplished knowledge and skill improvement. 



BANKING-FINANCE ACADEMY DESIGN CONTINUED 

The design component requires significant improvement.. . 

ACTIVITY 
Training Program Components 
+ Learning Objectives 

+ Course 
+ ModuleIChapter 

+ Learning Methodologies 
t Lecture 
+ Discussion 
+ Individual and Group Exercise 
+ Case Studies 
+ Video and Audiotape 
+ Simulations 
+ Computer Based Training 
+ Coaching 

+ Training Resources 
+ References 

- + Dictionary 

- . . . -- - -. . - - - -. - -. - -- 
OPTIMAL ACADEMY PERFORMANCE 

. -. -. - -. - . .- . - .- . -. - 
+ Written aEreernent with course developer citing course and module/ chapter learning - 

objectives, content and other contractual agreements. 
+ Ideal features of model performance based training materials should include: 

+ Pre-test; 
+ Table of contents; 
+ ModularIChapter format; 
+ Have course and modulelchapter learning objectives; 
+ Use a variety of learning methodologies; 
+ Include individual and group exercises; 
+ Provide recommended references for additional reading; 
+ Precise glossary of course terms; 
+ Action Plan; and 
+ Post-test. 



BANKING-FINANCE ACADEMY DESIGN CONTINUED 

The design component requires significant improvement ... 
ACTION ITEM 

+ Design Standards (Templates) 
+ Participant Guide 
+ Leader's Guide 
+ Overheads 
+ Pre and Post Test Examinations 
4 Course Evaluation Forms 
+ Glossary 

+ Course Presentation 
+ Instructor Identification 
+ Presentation Standards 

+ Process Improvement Activity 

OPTIMAL ACADEMY PERFORMANCE 
+ Professional and uniform standards formally communicated citing Academy courses format 

and appearance requirements: 
+ Participant Guide; 
+ Leader's Guide; 
+ Overheads; and 
4 Pre and Post Test Examinations. 

+ Professional and uniform standards formally communicated for identifying, selecting, 
motivating, coaching and evaluating Academy instructors. 

+ Competencies and level of quality formally communicated to instructors. 
+ Coach and mentor instructors to improve competencies and quality level. 
+ Review Training Needs Assessment Activity, Training Program Components and Design 

Standards to determine warranted improvements. 
+ For first time courses, conduct modulelchapter as well as course and instructor evaluation. 
+ Discussion with course developer and instmctor of improvements required in course and 0th 

contractual agreements. 
+ Written notification to course developer and instructor on agreed upon course improvements 

and other contractual agreements. 

Instituting a formal training needs assessment process and establishing and formally communicating course and instructor 
standards will greatly improve the Banking-Finance kcademy 's design component ... 



BANKING-FINANCE ACADEMY IMPLEMENTATION 

The implementation component requires expansion to ensure long-term self-sustainability.. . 
I ACTION ITEM 

- - - - -- .- - . - . -. - -. -. 
OPTIMAL ACADEMY PERFORMANCE 

+ Course + Administrative Activity 
1 weeks in advance of a course. I 

I I + Potential participants can request specific or generic course information via telephone, fax, I 
mail, e-mail, in-person or web. 

+ Secretary captures requester's personal data (name, bank, title, address, telephone and fax) and 
requested information. 
Secretary updates appropriate database (participant or prospect). 

+ Secretarv sends specific or generic course information. - 1 4 Secretary forwards detailed course questions to Director or Deputy Director. 
4 Revishation Activitv 1 Application and payment (cash, money transfer or credit card) presented to Academy via mail, - - - 

fax, telephone and in-person. 
+ Desired experience level of course participants verified. 
4 Applications entered into appropriate database (participant or potential). 
+ Confirmation letter with course receipt sent to course or potential participants. 
6 Secretary prints Course Attendance Report once a week for Director. 
4 Secretary handles participant course inquires. 
+ Upon notification from course participant and Director's confirmation, Secretary prepares 

refund request and forwards to Accountant for payment. 



BANKING-PINANCE ACADEMY IMPLEMENTATION 

The implementation component requires expansion.. . 
ACTION ITEM 

+ Accounting Activity 

I 
- ,  I + Director formally secures instructor and back-up instructor and documents relationship. I 

OPTIMAL ACADEMY PERFORMANCE 
+ Accountant processes payment and updates appropriate spreadsheet. 
+ Accountant sends receipt that cites specific course payment to participant and gives to 

Secretary. 
+ Secretary sends receipt along with course pre-work (if applicable) to participant. 
+ Accountant deposits cash in bank. 
+ Account verifies money transfer. 
+ Accountant prepares full or partial refunds and sends to bank. 
+ Accountant pays for Academy bills. 
+ Accountant calculates and pays Academy staff salaries. 
+ Accountant calculates all required taxes and presents to Director for approval. 

+ Course Logistics 

+ Instructors formally notified of performance standards. 
+ Director prepares break-even analysis to determine number of students needed to cover course 

development expenses. 
+ Secretary (or designee) copies course materials based on number of participants. 
+ Secretary prepares Instructor Course Packet (participant roster, tent cards, sign-in sheet and 

+ Accountant pays all required taxes. 
+ Academy staff verifies meeting facilities needed for courses (space, equipment, food and 

beverage) via checklist with instructor. 

I I evaluation forms). 1 



BANKING-FINANCE ACADEMY IMPLEMENTATION CONTINUED 

The implementation component requires expansion.. . 
OPTIMAL ACADEMY PERFORMANCE 

t Review administrative, registration and accounting activity as well as course logistics and seek 
ways to improve overall quality of the process and methods as well as customer service. 

t Using data collected in module1 chapter, course and instructor evaluation forms prepare 
quantitative data for analysis. 

t Based on quantitative data, document required changes in module/chapter, course content and 
instructor. 

t Formally notify course developer and presenter of required changes. 

Further evolving the implementation activities will greatly enhance the Banking-Finance Academy's implementation 
component.. . 



BANKING-FINANCE ACADEMY MARKETING 

The marketing component requires improvement to ensure long-term self-sustainability ... 
ACTION ITEM 

+ Banking-Finance Academy Mission 

+ Marketing Objectives 

+ Marketing Channels 

- - - - - -. - -. . - . -. . -. . . . -. . . -. -. . . - -. - -. - -. . . 
OPTIhfAL ACADEMY PERFORMANCE 

-. ~- .- 
+ Ranking-Finance Academy mission aniculatcd in contrdzhlal documcnts between USAIL) and . 

Founders. 
+ The mission, objectives and activities of the Academy are identified and formally 

communicated to the current and future clients through marketing materials and signage. - . . -. . -. . . - - - . . . - . - - . . - . . - . . . -. . - . . . - . - . . . - 
+ For each Academy product and service, marketing obicctives arc identified, formally . . - - 

documented and communicated (i.e., minimum of 15 students to conduct class). 
+ Academy staff is evaluated to determine if they achieved marketing objectives for each 

Academy product and service. - - . -. . . -. . - . - . . . - . . -. . - -. . . - . . - . . - -. - 
+ For cvety Academy product and service, a comprehensive list of potential clients and the bcst ~. 

marketing channels to reach them is determined (i.e., mail, fax, e-mail, telephone and in- 
person). 

+ Clients and marketing channels are prioritized for each product and service. 
+ A database is established and maintained to market to bank Chairman. 
+ A database is established and maintained to market to senior bank management. 
+ A database is established and maintained for past participants to market related products and 

services. 



BANKING-FINANCE ACADEMY MARKETING CONTINUED 

The marketing component requires improvement ... 

1 + Responses to marketing methods are tracked to determine success of each method. 
Process Im~rovement Activitv 1 + Review mission, objectives, channels and activities to determine if they need modification to 

ACTION ITEM 
+ Marketing Activities 

best meet the needs of the Academy clients. 
+ Review marketing objectives and determine if they need modification to best meet the needs 

of the Academy clients. 
+ Based on response rates to marketing activities and methods, review and update marketing 

channels for all Academy products and services. 
' + Review marketing activity and seek ways to improve overall quality, customer service and 

OPTIMAL ACADEMY PERFORMANCE 
+ Course information sent out three months in advance with detail about the benefits of 

attending the course, course content, instructor qualifications, course learning objectives, 
dates, duration, cost, payment instructions and registration deadlines. 

+ A reminder sent two to four weeks in advance of a course. 
+ Article in Bank Plus and other appropriate papers about the bank experienced return on 

investment by sending employee to Academy courses. 
A minimum of three methods used at different intervals to announce a product and service to 
clients. 

- 
( attract and retain clients. J 

The marketing component requires improvement to ensure the Banking-Finance Academy's life6lood (clients and 
participants). . . 



BANKING-FINANCE ACADEMY EVALUATION 

The evaluation component requires greater depth to ensure long-term self-sustainability.. . 
ACTION ITEM 

Evaluation Activity 
+ Course Evaluation 
+ Instructor Evaluation 
+ Banking-Finance Academy Evaluation 

Evaluation Levels 
+ Reaction 
+ Learning 
4 Behavior 
+ Results 

- -. - . .- -. .- 
OPTIMAL ACADEMY PERFORMANCE - -. - - -. -. + All module/chapters are evaluated for first time course presentations. 

+ The course or topical content evaluation measures the importance of the topic to participant's 
job and whether the course material met their learning needs. 

+ The instructor evaluation rates the instructor's knowledge, ability to explain concepts and 
level of competence in relating the course to their situation. 

+ Participants evaluate the Academy's level of customer sewice. 
+ Evaluation activity measures participant reaction and learning as well as changes in their work 

behavior and performance results. 
+ Reaction - The course evaluation measures the importance of the topic and whether the course 

material met their learning needs. 
+ Reaction - The instructor evaluation rates the instructor's knowledge, ability to explain 

concepts and level of competence in relating the course to their situation 
4 Reaction - The interpreter evaluation rates the interpreter's terminology knowledge and ability 

to succinctly explain concepts. 
+ Learning - A pretest is given to determine participant's level of knowledge and skill prior to 

the course. 
+ Learning - Certificate is awarded based on attendance and after participant successfdly passes 

post-test to demonstrated predefined level of knowledge and skill. 
+ Behavior - To ensure that learning is transferred back to the job, all participants complete an 

Action Plan. 
4 Behavior - To ensure that learning is transferred back to the job, an implementation checklist 

is provided to the participant as well as the bank. 



BANKING-FINANCE ACADEMY EVALUATION CONTINUED 

Theevaluation component requires greater depth.. . 

4 Results I performance results. 
4 Success Factors ( + Clearly defined and formally documented Academy activities and tasks required to achieve 

ACTION ITEM 
4 Evaluation Levels (continued) 

4 Reaction 
4 Learning 
4 Behavior 

1 self-sustainability by a defined date. 
+ Process Im~rovement Activity 1 + Review evaluation activity and levels and seek ways to improve data collection and use. 

OPTIMAL ACADEMY PERFORMANCE 
+ Results - Performance indicators are clearly define and included in the course and module 

learning objectives when the course is developed. 
+ Results - Three to six months after attending a course, follow-up with the bank and participant 

to verify if they have been able to apply knowledge and skills and achieve the desired 

+ Review and update success factors to reflect the needs of the banking industry and clients. 
+ Performance standards established and formally communicated to all involved with Academy 

activities. 
+ Quantitative and qualitative data is collected on Academy activities to determine how to 

improve them to best meet the needs of the clients. 
+ Academy clients notified of evaluation results and given opportunity to shape and influence 

products and services (i.e., Training Advisory Committee formed with clear roles and I responsibilities). 

The evaluation component provides critical information that will direct the founders in determining the required client 
driven improvements to ensure long-term self-sustainability.. . 



D. OPTIMAL CAPITAL M A W T S  TRAINING UNIT PERFORMANCE 



CAPITAL MARKETS TRAINING UNIT DESIGN 

The design component requires minimal improvement to ensure long-term self-sustairtability.. . 
ACTION ITEM 

+ Training Needs Assessment Activity 
+ Training Plans 
+ Select and Develop Training Programs 
+ Training Evaluation 

markets community. 
+ Revisit and update optimal knowledge and skills required in the Georgian capital markets 

industry. 
+ Gather additional quantitative and qualitative information from capital markets community 

about their employee's current level of knowledge and skills. 
+ Identify performance gaps. 
+ Identify environmental issues. 
+ Analyze the most effective solutions for improving the identified performance gaps and 

environmental issues. 
+ Determine trzining priorities. 
+ Establish cuniculum to improve knowledge and skill performance. 
+ Evaluate participants to determine if training accomplished knowledge and skill improvement. 



CAPITAL MARKETS TRAINING UNIT DESIGN CONTINUED 

The design component requires minimal improvement ... 
ACTIVITY 

6 Training Program Components 
+ Learning Objectives 

+ Course 
+ ModuleIChapter 

+ Learning Methodologies 
+ Lecture 
+ Discussion 
+ Individual and Group Exercise 
+ Case Studies 
+ Video and Audiotape 
+ Simulations 
+ Computer Based Training 
+ Coaching 

+ Training Resources 
+ References 
+ Dictionary 

6 Design Standards (Templates) 
+ participant ~ u i d e  - 
+ Leader's Guide 
+ Overheads 
+ Pre and Post Test Examinations 
+ Course Evaluation Forms 

Glossarv 

~ -- 

.- - .- 
OPTIMAL TRAINING UNIT PERFORMANCE - -- - - - - - . - . - -. -. . - - - .- 

+ Written agreement with course developer citing course and modulelchaptcr laming 
objectives, content and other contractual agreements. 

+ Ideal features of model performance based training materials should include: 
+ Pre-test; 
+ Table of contents; 
e ModularIChapter format; 
+ Have course and module/chapter learning objectives; 
+ Use a variety of learning methodologies; 
+ Include individual and group exercises; 
+ Provide recommended references for additional reading; 
+ Dictionary of course terms; 
+ Action Plan; and 
+ Post-test. 

+ Continue to formally communicate and use professional and uniform standards citing Training 
Unit course format and appearance requirements: 
+ Participant Guide; 
+ Leader's Guide; 
+ Overheads; 
+ Pre and Post Test Examinations; and 
+ Glossav. 



CAPITAL MARKETS TRAINING UNIT DESIGN CONTINUED 

The design component requires minimal improvement ... 

I + Instructor identification 
+ Presentation standards 

ACTION ITEM 

selecting, motivating, coaching and evaluating Training Unit instructors. 
+ Continue to formally communicate competencies and level of quality to instructors. 1 

OPTIMAL TRAINING UNIT PERFORMANCE 

( + Coach and mentor instructors to improve competencies and quality level. 
4 Process Improvement Activity ( + Review Training Needs Assessment Activity, Training Program Components and Design 

+ Course Presentation ( + Continue to formally communicate and use professional and uniform standards for identifying, 

. 

Standards to determine warranted improvements. 
+ For first time courses, conduct module1 chapter as well as course and instructor evaluation. 
+ Discussion with course developer and instructor of improvements required in course and other 

contractual agreements. 
+ Written notification to course developer and instructor on agreed upon course improvements 

and other contractual agreements. 

Maintaining the training needs assessmentprocess and communicating the established course and instructor standards will 
ensure the continuation of the Capital Markets Training Unit's design component ... 



CAPITAL MARKETS TRAINING UNIT IMPLEMENTATION 

The implementation component requires expansion to ensure long-term self-sustainability. .. 
ACTION ITEM 

t Administrative Activity 

* Registration Activity 

+ Course information sent out three months in advance and a reminder sent two to four weeks in 
advance of a course. 

+ Potential participants can request specific or generic course information via telephone, fax, 
mail, e-mail, website or in-person. 

+ Secretary captures requester's personal data (name, organization, title, address, telephone and 
fax) and requested information. 

+ Secretary updates appropriate database (participant or prospect). 
+ Secretary sends specific or generic course information. 
e Secretary forwards detailed course qucstions to Director (or specified person). - - - . . -. - . .. - . . - . - - . - - . - - . . - . . . - . -. - -. . . - + Application and payment (cash, money trirnsf'er or credit card) presented to TU via mail, fax, 

telephone and in-person. 
+ Discount for registering and paying prior to start of course. 
6 Desired experience level of course participants verified. 
+ Applications entered into appropriate database (participant, standby or potential). 
+ Confirmation letter (or standby letter) with course receipt sent to course or potential 

participants. 
+ Secretary prints Course Attendance Report once a week for Director. 
* Secretary handles participant or standby participant course inquires. 
+ Upon notification from course participant and Director's confirmation, Secretary prepares 

refund request and forwards to Accountant for payment. 



CAPITAL MARKETS TRAINING UNIT IMPLEMENTATION CONTINUED 

The implementation component requires expansion.. . 
ACTION ITEM 

+ Accounting Activity 

+ Course Logistics 

- _- _ 
OPTIMAL TRAINING UNIT PERFORMANCE 

_.-._-_.-____I-_.-._.-._.- . . - - -- -. - . 
+ Accounlant processes payment and updates appropriatr spreadsheet. 
+ Accountant sends receipt that cites specific course payment to participant and gives to 

Secretary. 
+ Secretary sends receipt along with course pre-work (if applicable) to participant. 
+ Accountant deposits cash in bank. 
+ Account verifies money transfer. 
+ Accountant prepares full or partial refunds and sends to bank. 
+ Accountant pays for Training Unit bills. 
+ Accountant calculates and pays Training Unit staff salaries. 
+ Accountant calculates all required taxes and presents to Director for approval. 
+ Accountant pays all required taxes. 
+ Training Unit staff verifies meeting facilities needed for courses (space, equipment, food and 

beverage) via checklist with instructor. - .  

+ Director formally secures instructor and back-up instructor and documents relationship. 
+ Instntctors formally notified of performance standards. 
+ Director prepares break-even analysis to determine number of students needed to cover course 

development expenses. 
+ Secretary (or designee) copies course materials based on number of participants. 
+ Secretary prepares Instructor Course Packet (participant roster, tent cards, sign-in sheet and 

evaluation forms). 



CAPITAL MARKETS TRAINING UNIT IMPLEMENTATION CONTINUED 

The implementation component requires expansion ... 

Further evolving the implementation activities will greatly enhance the Capital Markets Training Unit's implementation 
component.. . 

ACTION ITEM 
t Process Improvement Activity 

OPTIMAL TRAINING UNIT PERFORMANCE 
+ Review administrative, registration and accounting activity as well as course logistics and seek 

ways to improve overall quality of the process and methods as well as customer service. 
4 Using data collected in modulelchapter, course and instructor evaluation forms prepare 

quantitative data for analysis. 
t Based on quantitative data, document required changes in moduletchapter, course content and 

instructor. 
t Formally notify course developer and presenter of required changes. 



CAPITAL MARKETS TRAINING UNIT MARKETING 

The marketing component requires comprehensive improvement to ensure long-term self-sustainability.. . 

entities (GSIA, GSE, NSCG and GCSD). 
t The mission, obiectives and activities of the Training Unit are identified and formally 1 

ACTION ITEM 

- 
1 communicated to the current and future clients through marketing materials and signage. 

4 Marketing Objectives 1 4 For each Training Unit product and sewice, marketing objectives are identified, formally 

OPTIMAL TRAINING UNIT PERFORMANCE 

documented and communicated (i.e., minimum of 15 students to conduct class). 
4 Training Unit staff is evaluated to determine if they achieved marketing objectives for each I 

4 Training Unit Mission I t Training Unit mission articulated in contractual documents between USAID and appropriate 

t Marketing Channels 

- 
product and service. 

t For every Training Unit product and service, a comprehensive list of potential clients and the 
best marketing channels to reach them is determined (i.e., mail, fax, e-mail, telephone and in- 
person). 

4 Clients and marketing channels are prioritized for each product and service. 
4 A database is established and maintained to market to capital markets community. 
4 A database is established and maintained to market to senior capital markets management. 
t A database is established and maintained for past participants to market related products and 



CAPITAL MARKETS TRAINING UNIT MARKETING CONTINUED 

The marketing component requires comprehensive improvement ... 
ACTION ITEM 

+ Marketing Activities 
OPTIMAL TRAINING UNIT PERFORMANCE 

r Course information sent out three months in advance with details about the benefits of 
attending the course, course content, instructor qualifications, course learning objectives, 
dates, duration, cost, payment instructions and registration deadlines. 

r A reminder sent two to four weeks in advance of a course. 
6 Article in GSIA's Georgian Securities Market Bulletin and other appropriate papers about the 

experienced return on investment by sending employee to Training Unit courses. 
+ A minimum of three methods used at different intervals to announce a product and service to 

clients. 
+ Responses to marketing methods are tracked to determine success of each method. 

Review mission, objectives, channels and activities to determine if they need modification to 
best meet the needs of the Training Unit clients. 

+ Review marketing objectives and determine if they need modification to best meet the needs 
of the Training Unit clients. 

+ Based on response rates to marketing activities and methods, review and update marketing 
channels for all products and services. 

+ Review marketing activity and seek ways to improve overall quality, customer service and 
attract and retain clients. 

The marketing component requires extensive improvement to ensure the Capital Markets Training Unit's lifeblood (clients 
and participants). . . 



CAPITAL MARKETS TRAINING UNIT EVALUATION 

The evaluation component requires development to ensure long-term self-sustainability.. . 

ACTION ITEM OPTIMAL TRAINING UNIT PERFORMANCE 
+ Evaluation Activity I + All modulelcha~ters are evaluated for first time course presentations. 

+ Course Evaluation 
+ Instructor Evaluation 
+ Training Unit Evaluation 

+ The course or topical content evaluation measures the importance of the topic to participant's 
job and whether the course material met their learning needs. 

+ The instructor evaluation rates the instructor's knowledge, ability to explain concepts and 
level of competence in relating the course to their situation. 

o Participants evaluate the Training Unit level of customer service. 
+ Evaluation activity measures participant reaction and learning as well as changes in their work 

( behavior and performance results. 
+ Evaluation Levels 1 6 Reaction - The course evaluation measures the importance of the topic and whether the course 

+ Reaction 
+ Learning 
+ Behavior 
+ Results 

material met their learning needs. 
+ Reaction - The instructor evaluation rates the instructor's knowledge, ability to explain 

concepts and level of competence in relating the course to their situation 
+ Reaction - The interpreter evaluation rates the interpreter's terminology knowledge and ability 

to succinctly explain concepts. 
+ Leaming - A pretest is given to determine participant's level of knowledge and skill prior to 

the course. 
+ Leaming - Certificate is awarded based on attendance and after participant successfully passes 

post-test to demonstrated predefined level of knowledge and skill. 
+ Behavior - To ensure that learning is transferred hack to the job, all participants complete an 

Action Plan. 
+ Behavior - To ensure that learning is transferred back to the job, an implementation checklist 

is provided to the participant as well as their organization. 



CAPITAL MARKETS TRAINING UNIT EVALUATION CONTINUED 

The evaluation component requires development.. . 

- 
I achieve self-sustainability by a defined date. 

+ Process Improvement Activity I + Review evaluation activity and levels and seek ways to improve data collection and use. 

ACTION ITEM 
+ Evaluation Levels (continued) 

+ Reaction 
+ Learning 
+ Behavior 
+ Results 

o Success Factors 

+ Review and update success factors to reflect the needs of the banking industry and clients. 
+ Performance standards established and formally communicated to all involved with Training 

Unit activities. 
+ Quantitative and qualitative data is collected on Training Unit activities to determine how to 

improve them to best meet the needs of the clients. 
+ Training Unit Training Advisory Board notified of evaluation results and given opportunity to 

shape and influence products and services (i.e., Training Advisory Committee formed with 
clear roles and resoonsibilitiesk 

OPTIMAL TRAINING UNIT PERFORMANCE 
+ Results - Performance indicators are clearly define and included in the course and module 

learning objectives when the course is developed. 
+ Results - Three to six months after attending a course, follow-up with the organization and 

participant to verify if they have been able to apply knowledge and skills and achieve the 
desired performance results. 

* Clearly defined and formally documented Training Unit activities and tasks reauired to 

The evaluation component provides critical information that will direct the training advisory board in determining the 
required client driven improvements to ensure long-term self-sustainability.. . 



E. OPERATING ENVIRONMENT 



BANKING-FINANCE ACADEMY ENVIRONMENT 

The banking environment influences and shapes the ability of the Banking-Finance Academy to offer products and services 
to meet client needs ... 
+ Banking infrastructure needs improvement (technology, policy, procedure, etc.) 

+ Banking laws will need to be adjusted as the economy improves 

+ Due to a transitional economy, it is difficult to implement international banking practices 

+ No university offers BA degree in Banking 

+ European School of Management (ESM) is going to offer undergraduate degree in Banking starting the year 2001 

+ Courses on banking in a market based economy started after 1993 

+ Georgia is over banked creating too many banks chasing too few customers 

+ Primarily, there is a commercial focus in banking 

+ Consumers have lost faith in banks due to previous bad experiences 

+ Consumer deposits are not protected through insurance 

Environmental issues must be acknowledged and ultimately addressed by the industry ... 



CAPITAL MARKETS ENVIRONMENT 

The capital markets environment influences and shapes the ability of the Capital Markets Training Unit to offer products 
and services to meet client needs ... 
+ Capital markets infrastructure will need improvement as the capital markets grows (laws, technology, policy, procedure, etc.) 

+ Laws will need to be adjusted as the economy improves 

+ Due to a transitional economy, it is difficult to implement international accounting practices 

+ No university offers a specialized degree in capital markets 

+ Courses on capital markets in a market based economy started after 1992 

+ Georgia is a small capital markets with limited product and customers 

+ Primarily, there is an institutional focus in capital markets (few individual investors) 

+ Vouchers did little to further the public's interest in investing in the capital markets 

+ Potential local investors have little discretionary income to invest in the capital markets 

Environmental issues must be acknowledged and ultimately addressed by the industry ... 



IV. PERFORMANCE GAP CLOSURE 



PERFORMANCE GAP CLOSURE 

The Banking-Finance Academy and Capital Markets Training Unit have opposite component strengths and weaknesses ... 
Training Infrastructure Component Banking-Finance Academ.~ Capital Markets Training Unit 

Design - + 

Implementation + - 

Marketing + - 

Evaluation - + 

LEGEND: 
+ = Component strength 

- = Component weakness 

This will allow them to share expertise with each other for their mutual improvement ... 



DESIGN GAP CLOSURE 

The design component requires improvement to ensure long-term self-sustainability.. . 

ACTION ITEM 
Training Needs Assessment Activity 
+ Training Plans 
+ Select and Develop Training Programs 
+ Training Evaluation 

CONSULTANT COMMENTS 
r The Academy's training needs assessment process needs improvement. Due to time 

constraints. there is insufficient time to have the western training consultant conduct a formal 
Training Needs Assessment to define the current versus desired level of performance of select 
positions within the banking community. However, the Training Advisory Board could share 
their expertise and assist the Founders in conducting a formal Training Needs Assessment 
using the Capital Markets Development Project Training Needs Assessment Report as a guide. 

r A formal Training Needs Assessment has been conducted for the capital markets community. 
However, the Training Advisory Board needs to revisit the report to determine if the 
competencies (knowledge, skills and attitudes) established for brokers, registrars, regulator 
and stock exchange are still valid. The training consultant would be available to assist the 
Board in this activity. 
+ The Board needs to approve the Training Plan and begin revising or developing training 

programs. The training consultant would be able to assist the Board in beginning this 
activity. 

+ The Board needs to examine evaluation data to determine improvements (instructors, 
courses and workshops and the pre and post-examinations). The training consultant would 
be able to assist the Board in beginning this activity. 



DESIGN GAP CLOSURE CONTINUED 

The design component requires improvement. .. 

+ Dictionary 

ACTION ITEM 
+ Training Program Components 

+ Learning Objectives 
+ Course 
+ ModuleIChapter 

+ Learning Methodologies 
+ Lecture 
+ Discussion 
+ Individual and Group Exercise 
+ Case Studies 
+ Video and Audiotape 
+ Simulations 
+ Computer Based Training 
+ Coaching 

+ Training Resources 
+ References 

CONSULTANT COMMENTS 
+ The Academy's training program components need to be formalized and communicated to 

course designers. The documentation prepared for the Training Unit by the western training 
consultant and approved by the Board could be shared with the Founders. The Founders could 
review the components to determine if they wish to use the same approach to designing and 
developing programs. The training consultant can facilitate this process. 

+ Formal training program components were established for the Training Unit by the western 
training consultant and approved by the Board. It will be incumbent upon the Georgians to 
use the formal training components as they revise or create courses and workshops. The 
training consultant would be available to begin the revision process. 

+ The capital markets dictionary will need to be reviewed and revised. The National Securities 
Commission expressed interest in managing the review process. The training consultant could 
provide guidance on how best to manage this activity. The Founders may also wish to receive 
guidance on how to manage a review process of the existing banking dictionary. 



DESIGN GAP CLOSURE CONTINUED 

The design component requires improvement ... 
ACTION ITEM 

r Design Standards (Templates) ., 
+ Participant ~ u i d e  - 
+ Leader's Guide 
+ Overheads 
+ Pre and Post Test Examinations 
+ Course Evaluation Forms 
+ Glossary 

b Course Presentation 
+ Instructor Identification 
+ Presentation Standards 

+ Process Improvement Activity 

CONSULTANT COMMENTS 
* Formal design standards (templates) were created for the Training Unit by the training 

consultant and approved by the Board. It will be incumbent upon the Georgians to 
communicate the standards and require designers to adhere to the formal standards. The 
training consultant can facilitate this process. 

+ The Academy's training design standards need to be formalized and communicated to course 
designers. The documentation prepared for the Training Unit by the western training 
consultant and approved by the Board could be shared with the Founders. The Founders coulc 
review the standards to determine if they wish to use the same approach to design and develop 
programs. The training consultant can facilitate this process. 

t Formal standards aDDroved by the Board exist to identify, select and coach instructors for the . . 
Training Unit. It will be incumbent upon the Georgians to communicate the standards and 
require instructors to adhere to the formal standards. The training consultant can facilitate this 
process. 
The Academy's training course presentation standards need to be formalized and 
communicated to instructors. The documentation prepared for the Training Unit by the 
western training consultant and approved by the Board could be shared with the Founders. 
The Founders could review the standards to determine if they wish to use the same approach . . 
to course presentation. The training consultant can facilitate this process. 

+ Both entities need to proactively review the design component and determine warranted 
improvements. The training consultant can facilitate this activity. 
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IMPLEMENTATION GAP CLOSURE 

The implementation component requires expansion to ensure long-term self-sustainability.. . 
ACTION ITEM 

b Administrative Activity 
b Registration Activity 
r Accounting Activity 
r Course Logistics 

+ Process Improvement Activity 

CONSULTANT COMMENTS 
The Academy has operated with minimal western guidance for the past six months. They 
have mastered the basics of implementation and can share their expertise with the Training 
Unit. However, the implementation component of the Academy requires formalization and 
expansion. The training consultant could provide guidance on areas that need to be formalized 
and expanded. Most significantly, the local Director groomed for four years is no longer with 
the Academy. Therefore, it will be incumbent on the Founders and remaining staff to provide 
institutional memoly and execute the required implementation activities until a replacement is 
identified and trained. 

+ The Training Unit has operated with extensive western guidance for the past 22 months. More 
importantly, the local Training Manager groomed for 22 months is no longer with the 
program. Therefore, there is no local dedicated to training full time who is completely 
knowledgeable about the activities of the Training Unit. Until a replacement is identified and 
trained, the training consultant will provide support. 

+ Both entities need to proactively review the implementation component and determine 
warranted imorovements. The trainine consultant can facilitate this activitv. 



MARKETING GAP CLOSURE 

The marketing component requires comprehensive improvement to ensure long-term self-sustainability.. . 
ACTION ITEM 

+ Banking Training Center Mission 
+ Marketing Objectives 
+ Marketing Channels 
+ Marketing Activities 

-- 
+ Process Improvement Activity 

CONSULTANT COMMENTS 
+ The Academy bas operated with minimal western guidance for the past six months. They 

have mastered the basics of marketing and can share their expertise with the Training Unit. 
However, the marketing component of the Academy requires formalization and expansion. 
The training consultant could provide guidance on areas that need to be formalized and 
expanded. 

+ The Training Unit has operated with extensive western guidance for the past 22 months. 
Furthermore, marketing (audiences) were defined by the task order. Therefore, the Training 
Unit has minimal experience in marketing. The Founders and Academy staff will be able to 
share expertise with the Training Advisory Board. 

+ Both entities need to proactively review the marketing component and determine warranted 
improvements. The training consultant can facilitate this activity. 



EVALUATION GAP CLOSURE 

The evaluation component requires greater depth to ensure long-term self-sustainability.. . 

+ Course Evaluation 
+ Instructor Evaluation 

+ Reaction 
+ Learning 
+ Behavior 

CONSULTANT GAP CLOSURE 
+ The Training Unit with the guidance of the western training consultant established evaluation 

activity for courses and instructors. The Board approved the course and instructor evaluation 
forms. No evaluation form was prepared to evaluate the Training Unit (it wasn't an 

I independent entity). The Board could share the forms with the Founders. 
I + The Training Unit measures participant reaction and learning. The Academy measures 

reaction. It is critical that both entities demonstrate return on investment. A decision will 
need to be reached on how best to demonstrate return on investment for both communities. 
The training consultant can provide guidance. 

+ Results 
+ Success Factors I + Both entities need to proactivel~ define the activities and tasks to achieve self-sustainabilitv. 

+ Process Improvement Activity 
1 The training consultant can facilitate this activity. 
I + Both entities need to proactively review the evaluation components and determine warranted 

I/ I imorovements. The training consultant can facilitate this aciivitv 



PERFORMANCE GAP CLOSURE 

The performance gaps are not limited to infrastructure alone... 

HIGH PERFORMING 
ACADEMYITRAINING UNIT 

f Training 
Infrastructure \ 

Instructors and 
Infrastructure 

TRAINING (INFRASTRUCTURE AND INSTRUCTORS) + ENVIRONMENT = RESULTS 



PERFORMANCE GAP CLOSURE 

This section highlights the necessary steps to close the gaps identified in the diagnostic on the Banking-Finance Academy 
and the Capital Markets Training Unit ... 

+ First, the primary means to close the performance gaps through improvements in training design, implementation, marketing and evaluation 
infrastructure are highlighted. 

+ Next, improvements to the local training development and delivery are mentioned. 

+ Finally, some high level environmental improvements are discussed. 

t The improvement recommendations stated here will serve as the basis for determining ways for the Banking-Finance Academy and the Capital 
Markets Training Unit to cooperatively work together and design a Performance Improvement Plan given the remaining time on the project. 



PERFORMANCE GAP CLOSURE 

To begin to reduce gaps, a performance improvement plan must be developed ... 
t Improvement is needed in all of the infrastructure components to ensure the self-sustainability of the Banking-Finance Academy and Capital 

Markets Training Unit 

9 Design - Local instructors must be attracted, developed and motivated to produce quality products and services. 

9 Implementation - The enrollment process must be established or upgraded and integrated with other components. 

9 Marketing - New markets must be identified and new customers attracted for existing or future products and services. 

9 Evaluation - The Banking-Finance Academy and Capital Markets Training Unit must prove retum on investment on products and services to 
clients. 

t It is recommended that the Founders and Training Advisory Board focus on improving the Banking-Finance Academy and Capital Markets 
Training Unit's ability to develop and deliver local courses 

9 Instructional Systems Design - Potential local instructors should be given guidance on how to produce performance based training programs. 

9 Presentation - Potential instructors must practice and master instruction delive~y to maximize participant learning. 

The optimal Banking-Finance Academy and Capital Markets Training Unit performance actions stated in this diagnostic 
report will serve as the basis for designing the Performance Improvement Plan ... 



ENVIRONMENT GAP CLOSURE 

For training to be successful and have long-term impact on Georgia's banking and capital markets sectors, environmental 
changes must also be acknowledged and ultimately addressed by the indust iy... 

t Environmental changes must be addressed to create a high performing banking and capital markets industry 

9 Laws and policies 

9 Data, information systems and technology 

9 Leadership and managerial practice 

9 Schools (banking and capital markets cuniculum) 

t Psychological changes must be addressed to create high performing Georgian bankers and capital markets personnel 

9 Georgian bankers and capital markets personnel must be proactive and influence the needed changes in the banking and capital markets 
industry 

9 Georgian bankers and capital markets personnel must focus on improving their current and future banking and capital markets knowledge and 
skills 

9 Georgian bankers and capital markets personnel must first become banking andlor capital markets generalists and then embrace becoming 
banking andor capital markets specialists 

9 To achieve the desired Georgian banking or capital markets industry, Georgian bankers and capital markets personnel must have a shared 
vision of the future for banking and capital markets in Georgia 



V. NEXTSTEPS 



NEXT STEPS 

The following steps are required to initiate action to close the identifed gaps ... 
+ The Banking-Finance Academy Founders and Capital Markets Training Advisory Board must review the findings and recommendations of this 

Diagnostic Report and reach consensus with Barents. 

+ USAID, Barents, BFA Founders and the Capital Markets Training Advisory Board must agree on the most effective way to close the performance 
gaps of their respective training organizations and cooperatively work together given the remaining time on the project: 

9 Improvement priorities 

9 Necessary resources 

9 Required personnel 

9 Approved timeline 

+ Finally, Barents will develop and deliver a Workplan that details the improvement phases within the scope of the exiting Bankers Training Project. 

9 Performance Improvement Program (Design, Implementation, Marketing and Evaluation). 

k Intense Training of Trainers Program (cumculum development and delivery). 
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I. INTRODUCTION 



INTRODUCTION 

THIS REPORT SUMMARIZES CURRENT CLIENT AND PARTICIPANT PERCEPTIONS AND FUTURE 
EXPECTATIONS OF THE GEORGIAN BANKING-FINANCE ACADEMY... 

BANKING-FINANCE ACADEMY PERFORMANCE 

Client Perceptions Client Expectations 

- 
FINANCE ACADEMY 

Participant Perceptions Participant Expectations 



11. DIAGNOSTIC APPROACH 



DIAGNOSTIC APPROACH 

THE DIAGNOSTIC APPROACH WAS DRIVEN BY THE NEED TO MEASURE CLIENT AND PARTICIPANT 
PERCEPTIONS AND EXPECTA TIONS TO DETERMINE IMPROVEMENTS.. . 

1997 - 2000 BANKING-FINANCE ACDEMY PERFORMANCE 

PRONG I :  
Client Perceptions 
and Expectations 

Interviews with 
Best, Average and 

Potential Bank 
Clients 

PRONG 2: 
Participant Perceptions 

and Expectations 

Focus Group Meetings 
with Participants 
from Best and 

Average Bank Clients 

FUTURE BANKING TRAINING CENTER PERFORMANCE 



CLIENT IDENTIFICATION 

TOTAL BANK ATTENDANCE PARTICIPATIONSTATISTICS WERE REVIEWED TO IDENTIFY THE BEST, 
A VERA GE AND POTENTIAL CLIENTS... 

BEST CLIENTS (58.33%) 

Bank Name 
United Georgian Bank * 

TbilComBank * 
TBC-Bank * 

Intellectbank * 
Bank of Georgia * 

Republic 
TbilCreditBank * 

Percentage 
11.31 
8.83 
8.52 
8.44 
8.29 
6.51 
6.43 

A VERA GE CLIENTS (36.79 %) 

Bank Name 
Absolute 
ICBSB 
NBG 

Geo.Maritime Bank 
Tbiluniversalbank 

Energobank 
Rossyski Credit-Cartu 

Agroindustrialbank 
Basisbank 

Georgian Capital 
Georgian Post Bank 

RGBRD 
Georgian Bank 

* 51.82% OF OUR BEST CLIENTS ARE OUR FOUNDERS ... 

Percentage 
5.81 
4.42 
4.42 
3.95 
3.72 
3.18 
2.79 
2.01 
1.70 
1.47 
1.24 
1.08 
1.01 

POTENTIAL CLIENTS (4.88%) 

Bank Name 
EaBank 

ABS 
Liberty 

EmlakBank 
MicroFinance Bank 

Rioni 
Trade-Invest Bank 
AgroBusinessBank 

Gamabank 

Percentage 
.93 
.54 
.46 
.46 
.46 
.3 1 
.23 
.15 
.08 



CLIENT IDENTIFICATION 

BANKS WERERANDOMLY SELECTED AND INVITATIONS WERE SENT REQUESTING A MEETING WITH 
THE CHAIRMEN OF THE BEST, AVERAGE AND POTENTIAL BANK CLIENTS ALONG WITH INVITATIONS 
FOR THE BESTAND AVERAGE BANK CLIENTS TO ATTEND ONE OF TWO FOCUS GROUP MEETINGS. .. 

BEST CLIENTS 
Bank Name 

United Georgian Bank 
TbilComBank 

TBC-Bank 
Intellect Bank 

Bank of Georgia 
Republic 

TbilCreditBank 

A VERAGE CLIENTS 
Bank Name 

Absolute 
NBG 

Tbiluniversalbank 
Energobank 

Agroindutrialbank 
Georgian Post Bank 

Georgian Bank 

POTENTIAL CLIENTS 
Bank Name 

EABank 
EmlakBank 

MicroFinanceBank 

THE CHAIRMENAND THE FOCUS GROUP MEETINGS WERE CONDUCTED USING A STANDARDIZED SET 
OF QUESTIONS.. . 



111. CLIENT AND PARTICIPANT PERCEPTIONS AND EXPECATIONS 



CLIENT AND PARTICIPANT PERCEPTIONS AND EXPECTATIONS 

CHAIRMEN AND PARTICIPANT OBSERVATIONS WERE SIGNIFICANTAND IN MOST CASES SIMILAR. .. 

does not have windows making it stuffy. 
+ Excellent facilities, very close to high standards, meeting participants expectations. 
+ Classrooms and facilities are mainly satisfactory. However, the rooms facing the street 

are very noisy. 
+ Rooms are too noisy. 
+ Full equipped. 
+ Chairs are uncomfortable. 

TOPIC 

1 + Generator is noisy. 
Academy Location I + Academy has very comfortable and easy-to-access location. 

COMMENTS SUMMARY 

I .  
. 

+ Academy has very comfortable and good for the National Bank of Georgia. 
+ Comfortable location. 

Academy Facilities I + Generally the classrooms are acceptable except for mirror-room (Classroom 3) which 

I + Location is very comfortable for our Bank. 
Certificate ( + The design and appearance of the certificates are very good. 

+ The design and appearance of the certificates is acceptable. 
+ A certificate based on attendance is quite satisfactory. 



CLIENT AND PARTICIPANT PERCEPTIONS AND EXPECTATIONS 

CHAIRMEN AND PARTICIPANT OBSERVATIONS WERE SIGNIFICANT.. . 
COMMENTS SUMMARY 

+ Nine employees of our bank attended a 10 day free seminar on Bank Structure, 
Transaction and Letters of Credit in Greece organized by our shareholder bank. Probably, 
this will repeated because we were pleased with the results. 

+ Our employees took part in various seminars abroad: one employee attended seminars on 
Customer Service in Prague; two employees attended a seminar on Foreign Exchange in 
Frankfurt and seminars on Information Technology in Moscow. All the seminars were 
quite expensive. 

+ Academy has a lot of competitors. Our Bank has a special budget for training. The Bank 
readily sends interested individuals abroad for training. Employees have been sent to the 
following counties: England, Netherlands, Austria, Germany and Scandinavian 
countries. 

+ Five bank employees were sent to a free two-week seminar on Management organized by 
Greek Government. Also two employees attended free Marketing Course in Egypt with 
per diem reimbursed. 

+ Academy is the main provider for training. One employee was sent to a one-week free 
seminar on Foreign Exchange funded by Deutche Bank in January 2000. Either the 
quality of the seminar or the readiness of the employee to get more information was not 
enough to implement changes in the bank. 



CLIENT AND PARTICIPANT PERCEPTIONS AND EXPECTATIONS 

CHAIRMEN AND PARTICIPANT OBSER VATIONS WERE SIGNIFICANT. .. 
TOPIC 1 COMMENTS SUMMARY 

Cost ( + The cost is quite reasonable. 
The cost is absolutely reasonable without any comments. 
The current price is symbolic. 
Acceptable. 
Absolutely reasonable. 

Course Length1 
DurationITiming 

Normal price. 
The current training schedule of all day training interrupts the bank's daily procedures. 

+ 
+ 
+ 
+ 
+ 
+ 
+ 
+ 
+ 
+ 

One-week seminars are too short. 
The length should depend on course topic. 
Course length is not sufficient to cover all the issues. 
Five days is too short. 

Course Materials 
+ ~iff icui t  to send staff (time away from bank). 
+ According to specialists at the bank, the Academy course materials are one of the best and 

practically useful. 
+ Materials design is of high quality. 
+ Their quality and design are quite satisfactory. 
+ Materials are not practical oriented. 
+ The Russian translation is low. 
+ Examples not applicable to Georgian law and reality. 



CLIENT AND PARTICIPANT PERCEPTIONS AND EXPECTATIONS 

CHAIRMENAND PARTICIPANT OBSERVATIONS WERE SIGNIFICANT ... 
TOPIC 

Curriculum 

Decision Maker 

I Computer Courses 

COMMENTS SUMMARY 
+ The bank doesn't participate in creating curricula. 
+ The curriculum is not sent to the bank in advance to clarify topics desired. 

I + Curriculum is not comprehensive and specified on local situation. I 
( + Training programs are not based on close cooperation with banks. I 
( + Topic and detailed plans are not negotiated with the bank's proper departments. 1 + No query is sent to banks about the topics desired. 
+ Curriculum is not designed to take into account different levels of participants. - - I + General programs with general view are not specific enough for our bank. 

I + Bank Director Executive Director and Chairman of Board are decision-makers separately 
or together. This takes about two to three hours. 

+ The President makes all the decisions. 
I + Usually General Director makes the decision by presenting the candidates by deputies and I 

this procedure lasts two to three days. 
+ Directors make most of the participant attendance decisions. There were cases when 

employees expressed their interest in participating and they were readily sent to attend 
those courses. 

+ President makes the decision. 
+ No interest because bank employees should know the basics of how to use a computer. 
+ There is no interest towards computer classes because everybody in the bank has minimal 

skills in this field. 
I + There is no interest towards computer courses. 1 



CLIENT AND PARTICIPANT PERCEPTIONS AND EXPECTATIONS 

CHAIRMEN AND PARTICIPANT OBSERVATIONS WERE SIGNIFICANT ... 

- 
+ We are not specifically interested in English courses. 
+ The Bank employees were very pleased with the English courses. 

TOPIC 

. . 1 + The Bank has some interest in English courses. 
tn-Bank Consulting ( + Not necessary. 

COMMENTS SUMMARY 

- 

I + Bank is not interested in this matter. 
+ The bank has no demand for this service. 

English Courses 1 + We hired an English Teacher to conduct English courses at our bank. 

I + There is no willingness tdattend seminars conducted by local instructors. 

Instructors/Local 

I + Georgian Instructors are capable of designing quality courses. 
- 

InstructorsIWestern 1 + Courses by Western instructors are desirable. 

4 Consulting was not practical or skills oriented and included too much lecturing. 
+ Bank employees do not have the willingness to attend courses conducted by Georgian 

instructors because their qualifications are doubtful. 

1 + Interest towards Western instruction is very high. I 
( + Western instructors don't give practical or relative material. 

Library I + The Bank does not have an information about library. 
+ The bank is not using the library too often. 
+ The bank does not know that the library exists. 



CLIENT AND PARTICIPANT PERCEPTIONS AND EXPECTATIONS 

CHAIRMEN AND PARTICIPANT OBSERVATIONS WERE SIGNIFICANT ... 
TOPIC 

Marketing 
COMMENTS SUMMARY 

+ Marketing of Academy does not need to be improved because its market (the banking 
community) has information on Academy and its working style. 

+ There is no need to make any changes in marketing. 
+ All banks are interested in self-improvement, have information on Banking-Finance 

Academy and if any bank does not sent participants to attend the courses, this does not 
relate to bad marketing. 

+ Marketing does not contain detailed information about the course topics. 
+ Telephone is always busy. More important, I can't fax applications. 

CHAIRMEN AND PARTICIPANT PERCEPTIONS ALONG WITH THEIR EXPECTATIONS WILL DETERMINE 
ACADEMY IMPROVEMENTS.. . 



IV. RECOMMENDATIONS 
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RECOMMENDATIONS 

THE CHAIRMEN, PARTICIPANTS AND BARENTS SHARED RECOMMENDATIONS FOR IMPROVEMENT. .. 

TOPIC 
Ycademy Facilities 

4cademy Location 
Clertificate 

Competition 

RECOMMENDED ACTION 
6 The rooms facing the street are very noisy. Therefore, microphones and amplifiers are 

highly desirable. 
6 Move generator or hold courses away from generator. 
6 Would be better if the rooms are not facing the street. 

It would be nice to differentiate certificates according to test results (not difficult tests). 
Some kind of testing where participants will have a chance to sum up what they have been 
doing during the seminar would be very uselid. Tests should not be very demanding and 
challenging. 

+ Test would be desirable because one week is not enough to comprehend large volume of 
materials. 

+ Should be based on attendance as well as performance. 
+ Testing would be good. However, we need knowledge. Therefore, testing should not be 

frightening. 
+ Testing would add value to the certificates. 
+ All the seminars we send our employees to outside of Georgia were quite expensive. It 

would be helpful if the Academy can assist the bank in identifying cost effective foreign 
seminars and courses. 

+ Our banks collects knowledge rather than applying in bank. It would be helpful if the 
Academy can give us direction on how to apply the knowledge. 

+ Either the quality of the seminar or the readiness of the employee to get more information 
was not enough to implement changes in the bank. We need assistance in how to 
determine readiness of the employees and the bank to implement changes. 



RECOMMENDATIONS 

RECOMMENDA TIONS FOR ZMPRO VEMENT... . 
TOPIC 

Cost 

Course Length/ 
DurationJTiming 

RECOMMENDED ACTION 
+ Knowledge is expensive. Therefore, we would pay even more if find seminars useful and 

interesting. 
+ The bank could pay more for courses. 
+ Our bank is so interested in raising the employee qualification that the price does not 

matter. Therefore, the Academy can raise the price. 
+ We would appreciate it if the Academy could make seminars half-day (after lunch) and 

- A  

increase their duration. This would enable bankers to take a more active part in seminars 
without interrupting bank's daily procedures. 

+ We would appreciate to make seminars half-day (after or before lunch) 
+ Two-week seminars from 13:OO to 17:OO would be excellent. 
+ Should depend on course topic. Definitely, it would be better to make courses half days 

and increase the course length. 
+ Course length should be lengthened to cover all the issues. 
+ Course length can be increased. 
+ Courses should be offered when employees are not working (evenings, Saturday and 

Sunday). In addition, they should be half days taught in the afternoon. 
+ It would be better if weekends are included while planning the courses (suggest 

Wednesday through Friday plus weekends). 



RECOMMENDATIONS 

RECOMMENDA TZONS FOR IMPROVEMENT. .. 
TOPIC 

Course Materials 
RECOMMENDED ACTION 

+ Course materials should be more practically oriented. 
+ The course materials should be designed to use after finishing the course. 
+ Materials should be designed as a self-study guides for future use. 
+ Materials should include policies and samples. 
+ Russian translation needs to be improved. 
+ Materials should be in Georgian. 
+ Examples should be applicable to the law and reality of Georgia. 
+ Should include information on what is going on outside of Georgia. 
+ Materials should be more detailed and have more explanations, exercises and handouts 

with more classroom discussion. 



RECOMMENDATIONS 

RECOMMENDA TIONS FOR IMPROVEMENT.. . 
TOPIC 

2urriculum 

Decision Maker 

RECOMMENDED ACTION - -  - 

6 Banks should participate in creating curriculum more intensively. A query could be sent 
to banks abouf the topics desired a id  help identify participants for seminars. This would 
minimize the vacancies on seminars. 

6 Desirable if curriculum is sent to the bank in advance to clarify the topics desired. 
6 Should have more overview courses. Specialists should deliver specialized courses. 
+ Must be more comprehensive with less general definitions and more specified on local 

situation. Training programs should be developed with close cooperation with banks, i.e. 
topic and the detailed plan should be negotiated with banks' proper departments or query 
should be sent to the bank about the topics desired. 

+ Should be of three levels: executive decision makers, departmental level employees and 
for employees with three to four years of experience. 

+ Curriculum should include exposure to the policy and procedures of other countries. 
C + Should include internships outside of ~eorg ia .  

+ Curriculum needs to be specific rather than general. 
+ Curriculum should include some distance learning courses. 
+ Adding internships would be very desirable. 
+ We would buy course materials and self-study guides and participate in distance learning. 
+ Marketing information should be sent in Georgian and English to the President of bank as 

well as the manager of the human resources department. 
+ It would be highly desirable to get instructor's CV, which would help in decision making. 
4 Need a minimum of two weeks to make decision on whom to send to courses. 



RECOMMENDATIONS 

RECOMMENDA TZONS FOR IMPROVEMENT... 

TOPIC 
Computer Courses 

English Courses 

In-Bank Consulting 

Instructors/ Western 

Library 

RECOMMENDED A CTZON 
+ It would be helpful if the Academy would deliver next level or beyond basic computer 

courses. - -  - 

+ We are not interested in English Courses. 
+ We are not specifically interested in English courses. 
+ Continuation of the English courses is desired. 
+ There is some interest in conducting English courses. 
+ Bring back the English courses. 
+ Not necessary. 
+ Specific topics should be negotiated in advance. 
+ There is no demand. 
+ Should be more practical skills oriented. Less lecturing is preferable. 
+ Need to share Georgian instructor's qualifications to verify their competence to design, 

develop and conduct courses. 
4 Need to know Georgian instructor's capabilif es. 
+ Western Instructors should be used for specific topics. 
+ It is desirable to have courses taught by Western Instructors. 
+ Should give more practical, relative material. 
+ Instructor should have experience working in developing countries. 
+ We desire to use it. However, we need information about the contents. 
+ The Bank needs information about library. 1 



RECOMMENDATIONS 

RECOMMENDA TIONS FOR IMPROVEMENT.. . 
TOPIC 

Marketing 

2001 Topics 

RECOMMENDED ACTION 
Do not need more information on Banking-Finance Academy. 
Marketing should contain more detail information about the course topics and instructors. 

6 One telephone should be dedicated for incoming calls only. 
Add cellphone number for Academy staff to marketing flyer. 

6 Desirable to inform banks directly and not through National Bank of Georgia. 
6 Marketing announcements should be sent to banks directly, not through National Bank of 

Georgia. - 
+ Share rating of course and instructor (if they have taught courses for the Academy). 
+ International Accounting Standards + E-Commerce 
4 Bank Risk ~ a n a ~ e m e n t -  
+ Problem Loan Management 

+ Insurance 
+ Banking and Sectors 

+ Computer Security + Letters of Credit 
+ credit Cards (security, process, service + Tax Code 

and management) 
+ Credit Analysis 

+ Bank Ethics 
+ Customer Service/Relations 

+ Plastic Cards (starting process) + Securities 
+ Investment Project Financing + Human Resources 
+ Modem Banking Products + Legal Department 

THE RECOMMENDATIONS WILL BE THE BASIS FOR THE FOUNDERS AND THE BANKING-FINANCE 
ACADEMY DIRECTOR TO DETERMINE IMPROVEMENTS FOR THE ACADEMY. .. 



TRAINING ADVISORY COMMITTEE 

TO GUIDE THE GEORGIAN BANKING-FINANCE ACADEMY, IT IS ESSENTIAL THAT A TRAINING 
AD VISORY COMMITTEE BE FORMED ... 

+ Purpose 

The Training Advisory Committee will ensure quality and confirm that Banking-Finance Academy generated products 
and services are appropriate and suitable for the Georgian banking community. 

+ Role 

The primary role of a member of the Training Advisory Committee will be as a banking industry spokesperson for the 
business segment they are representing. Specifically, members will help identify, shape and fine-tune the Banking- 
Finance Academy's products and services. 

+ Composition 

The Banking-Finance Academy Founders will determine the selection criteria and size of the Training Advisory 
Committee. Specifically, the Founders should agree upon the ideal size and composition of the Committee. The 
Advisory Committee should be composed of a variety of bankers from a variety of bank types and sizes. 

+ Responsibility 

The Banking-Finance Academy Founders will form the Advisory Committee and determine their responsibilities. 



NETWORKING GROUPS 

TO HELP FACILITATE THE TRANSFER AND SHARING OF BANKING KNO WLEDGE AND SKILLS, ITIS 
IMPERA TI VE THA T NETWORKING GROUPS BE FORMED.. . 

+ Purpose 

The purpose of the Networking Groups is to provide a banking community based approach to identify and find 
solutions to banking and managerial challenges. Bankers would have a forum to share and collect information as well 
as network with colleagues in comparable positions and more proactively manage their individual development. This 
could include mobilizing to influence needed changes in banking legislation. 

+ Role 

The primary role of the bankers involved in the Networking Groups would be to aid in fostering new banking and 
managerial knowledge, skills and attitudes. They would also develop self-sufficiency in proactively identifying and 
collecting information on various banking or managerial subjects. 

The Banking-Finance Academy Founders will determine the formation criteria and the meeting frequency of the 
Networking Groups. Specifically, the Founders should agree upon the types of Networking Groups and how often 
they should meet. The Networking Groups should span a variety of banking disciplines and include managerial and 
non-managerial participants. 

+ Responsibility 

The Banking-Finance Academy Founders will shape the Networking Groups and influence their responsibilities. 



V. NEXTSTEPS 



NEXT STEPS 

THE FOLLOWING STEPS ARE REQUIRED TO INITIATE ACTION TO MAKE IMPROVEMENTS IN THE 
GEORGIAN BANKING-FINANCE ACADEMY ... 
+ The Founders must review the report comments and recommendations with the Banking-Finance Academy Director. 

The Founders and the Academy Director must agree on the most effective way to make improvements in the Georgian 
Banking-Finance Academy for the 2001 academic year: 

9 Improvement priorities 
9 Necessary resources 
9 Required personnel 
9 Approved Timeline 

+ Finally, the Academy Director should develop and deliver a Workplan to the Founders for approval that details 
Academy improvements: 

9 Training Advisory CommitteeINetworking Groups 
9 Course/Curriculum, Content, LengthIDuratiodTiming and Cost 
9 Course Certificates 
9 InstructordLocal and Western 
9 In-Bank Consulting 
9 Course Marketing 
9 Library 
9 Facilities/Location 



VI. APPENDICES 



A. INDUSTRY ASSESSMENT PARTICIPANTS 



ArgoIndustrial Bank 

United Georgia Bank 

United Georgia Bank 

TBC Bank 

Absolute Bank 

EaBank 

National Bank of Georgia 

Microfinance Bank 

INDUSTRY ASSESSMENT 
CLIENT AND NON-CLIENT INTERVIEWS 

INTERVIEW PARTICIPANT 

Vasil Karnladze 

Besik Todua and 

Gulnara Marshanishvili 

Lela Santeladze 

Medea Nodia 

Mindia Gadaev 

Lia Koguashvili 

George Darsalia 

TITLE 

Financial Director 

Branch Management Department Director 

Branch Management Department Deputy Director 

Head of Human Resources Management Department 

Administrative and Personnel Department Manager 

Executive Director 

Human Resources Management Department Director 

Marketing Manager 

INTERVIEW DATE 



INDUSTRY ASSESSMENT 
PARTICIPANT FOCUS GROUP MEETINGS 

FOCUS GROUP MEETING CLIENT DESIGNATION 

October 27,2000 Best Customers 

October 30,2000 Average Customers 

BANKS PRESENT 

IntellectBank 

Republic 

TBC Bank 

TbilComBank 

TbilCredi tBank 

Energo Bank 

National Bank of Georgia 

Post Bank 

TbilUniversalBank 



B. INDUSTRY ASSESSMENT QUESTIONNAIRES 



INDUSTRY ASSESSMENT QUESTIONNAIRE 
BANKING-FINANCE ACADEMY CLIENTS AND NON-CLIENTS 

Listed below is the information that will be collected and the questions that will asked during our meetings with the Best, Average and 
Potential Bank Clients about the Banking-Finance Academy: 

BANKING-FINANCE ACADEMY COMPETITION 

+ In the past two years, have you sent your employees to any non-Banking-Finance Academy training courses outside your bank? 
4 Can you provide us with any detail about the courses? 

t Which organizations provided the courses? 
+ What type of courses did they offer? 
+ How many employees did you send? 
+ How long did the courses last (duration and time)? 
t What did it cost to attend the courses? 
+ Would you send employees again? 

+ Were your employees able to apply what they learned at your bank? 
+ How did your bank benefit from sending employees to these courses? 
+ Did your employees get an opportunity to share what they learned with others at the bank? 



INDUSTRY ASSESSMENT QUESTIONNAIRE CONTINUED 
BANKING-FINANCE ACADEMY CLIENTS AND NON-CLIENTS 

BANKING-FINANCE ACADEMY PERCEPTIONS 

+ In the past three and a half years, the Banking-Finance Academy has offered (need total of courses) courses that were sponsored by USAID 
and presented by Barents Group. Our records indicated that your bank sent XX employees to XX courses in 199711998 and XX employees 
to XX courses in 1999/2000, a change of XX%. What is the reason for the change? 

4 How did your bank learn about the courses? 
+ Who made the decision to send your bank employees to the courses? 
+ What relevant knowledge and skills did your employees learn during the courses? 
+ How have your employees been abIe to apply the knowledge and skills that they leamed? 
+ How have your employees shared the knowledge and skills with other employees? 
4 Have your employees had any difficulty in applying what they leamed? 
+ If you participated in the in-bank consulting visits, were they productive? 
+ Have the course materials been made available to other employees in the bank? 
+ How has training made a difference in your employee's performance? 
4 How has training made a difference in your bank's performance? - 
+ Do you plan to send your employees again? 
+ Is there anything else you would like to add about your perceptions about the Banking-Finance Academy that we haven't covered? 



INDUSTRY ASSESSMENT QUESTIONNAIRE CONTINUED 
BANKING-FINANCE ACADEMY CLIENTS AND NON-CLIENTS 

BANKING-FINANCE ACADEMY EXPECTATIONS 

+ Taking into account the previous courses your bank sent employees and your current perception of the BFA, how do you think we can 
improve the Banking-Finance Academy? 
t Topics/Content (course and materials)? 
+ Relevance? 
t Applicability? 
+ Instruction? 

+ Course duration and time? 
+ Cost? 
+ Translation? 
+ Banking-Finance Academy facilities? 
+ Banking-Finance Academy staff! 
+ Coffee breaks? 
+ Where do you see the greatest training needs in your bank? 
+ To what extent can training help your bank with these training needs? 
+ What types of courses would you recommend to help your bank? 
+ What other courses do you think your employees should attend? 
+ How should we modify the in-bank consulting to best meet the needs of your bank? 
+ What is the best way for the Banking-Finance Academy to market their courses to your bank? 
+ What information is needed by your bank to make a decision to send employees for training? 
+ Is there anything else that we can do to better meet your bank's training needs (is there anything else you would like to add about your 

expectations about the Banking-Finance Academy that we haven't covered)? 
+ Would you he interested in working with a group of bankers to help identify and review future courses? 
+ Would you be interested in providing us with some basic information about your bank such as your annual report so that we can present it to 

the foreign instructors prior to conducting a course in Georgia? 



INDUSTRY ASSESSMENT QUESTIONNAIRE 
BANKING-FINANCE ACADMEY PARTICIPANTS 

Listed below is the information that will be collected and the questions that will be asked during the meetings with past Banking-Finance 
Academy participants: 

BANKING-FINANCE ACADEMY COMPETITION 

+ In the past two years, how many non-Banking-Finance Academy training courses have you attended outside your bank? 
+ Which organizations provided the courses? 
+ What courses did you take? 
+ How long did the courses last (duration and time)? 
+ What did it cost to attend the courses? 
+ What is your impression of the courses? 

+ Content (course and materials)? 
+ Relevance? 
+ Applicability? 

' + Instruction? 
+ How did you benefit from taking these courses? 

+ What are some of the most beneficial things you learned? 
+ How did your bank benefit from you taking the course? 
+ Did you get an opportunity to share what you learned with others at your bank? 
+ Have you used the course materials since the course? If so, how? 



INDUSTRY ASSESSMENT QUESTIONNAIRE CONTINUED 
BANKING-FINANCE ACADEMY PARTICIPANTS 

BANKING-FINANCE ACADEMY PERCEPTIONS 

+ How many courses have you attended at the Banking-Finance Academy? 
+ How did you learn about the courses? 
+ Who made the decision to send you to the courses? 
+ What was your impression of the courses? 

+ Content (course and materials)? 
+ Relevance? 
+ Applicability? 
+ Instruction? 
+ Course duration and time? 
+ Cost? 
+ Translation? 
+ Banking-Finance Academy facilities? 
+ Banking-Finance Academy staff? 
+ Coffee breaks? 

+ What did you learn during the courses? 
+ How have you been able to apply what you learned in your bank? 
+ Have you been able to share what your learned with others in your bank? 

+ If so, how many? 
+ Have you experienced any difficulty applying what your learned at your bank? 

+ What type of difficulty did you encounter? 
+ Have you had an opportunity or need to refer to your course materials since the course? 

+ If so, did you easily find the information you were seeking? 
+ How has the courses made a difference in your performance? 
+ How has the courses made a difference in your bank's performance? 
+ Is there anything else you would like to add about your perceptions about the Banking-Finance Academy that we haven't covered? 



INDUSTRY ASSESSMENT QUESTIONNAIRE CONTINUED 
BANKING-FINANCE ACADEMY PARTICIPANTS 

BANKING-FINANCE ACADEMY EXPECTATIONS 

t Taking into account the previous courses you have attended and your current perception of the Banking-Finance Academy, how do you 
think we can improve the Academy? 
t TopicsIContent (course and materials)? 
t Relevance? 
+ Applicability? 
t Instruction? 
t Course duration and time? 

Cost? 
t Translation? 
t Banking-Finance Academy facilities? 
t Banking-Finance Academy staff? 
t Coffee breaks? 

t Where do you see the greatest training needs in your department or bank? 
t To what extent can training help your department or bank with these needs? 
t What types of courses would you recommend to help your department or bank? 
t What other courses do you think you and your colleagues would attend? 
+ What is the best way for the Banking-Finance Academy to market their courses to you or your bank? 
t What information is needed by your department or bank to make a decision to send employees for training? 
t What would motivate you to pay for training? 
t What is the maximum you would be willing to pay for training? 
t How else can we improve (is there anything else you would like to add about your expectations about the Banking-Finance Academy that 

we haven't covered)? 



Appendix V 



Board Resolutions for the Founders of the 
Banking-Finance Academy, Tbilisi Georgia 

Founders' Meeting November 29,2000 

1. The Founders hereby resolve, in the management ofbank accounts to be pledged to 
the Banking-Finance Academy, that: 

The Founders hereby agree to the following method of control of Account 
50107055001 at IntellectBank, representing capital contributions to the Academy on 
the part of the Founders, and Account 815070945 at Bank Republic, representing 
retained earnings from Academy receipts of payment for the ongoing delivery of 
courses during the life of the Academy. 

There will be two authorized first signers of both bank accounts, representing the 
Founders and hereby named in this resolution. In addition, there will be one 
authorized second signer of both bank accounts, representing Academy management 
to be named at a subsequent Founders' meeting. The signature of a Founder and 
representative of the Academy shall be required for all withdrawals. These 
authorized signatories may be changed at any time by majority vote of the Founders 
and evidenced by signature of each Founder in the form of a board resolution. Once a 
week, the authorized representative from the Academy will provide a request to one 
of the two first signers of the account in order to withdraw funds for ongoing 
Academy operation for that week. One of the two designated first signers will 
determine whether the amount requested is appropriate and the proposed expenditures 
warranted. The Academy representative will then provide monthly reports to the 
Founders regarding past expenditures of Academy funds. 

The authorized first signers representing the Founders will be: 

Devi Vepkhvadze, IntellectBank 
Nino Jgamadze, TbilComBank 

The authorized second signer representing the Academy management staff will be a 
representative to be selected by the Founders at a subsequent meeting of the 
Founders. 

2. The Founders hereby resolve to agree, in principle, to the terms and conditions of the 
Agreement for the Disposition of Assets and intend to sign such Agreement upon 
USAID's final approval. 

For and on behalf of the Founders: 
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Nino Jgarnadz 

Avtandil Tsereteli 
Deputy Chairman of the 
TbilCreditBank 

J 4 ? y J  ', 

Devi Vevkhvadze / ' / 
'--r 

Member of the Supervisory Board 
IntellectBank 

Irakli Mekvabishvili 
Deputy General Director 
United Georgia Bank , 

Yuri Lebanidze 
Director of Human Resources 
Bank of Georgia 
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WHEREAS, 
International 

CLOSING AMENDMENT 
TO THE MEMORANDUM OF UNDERST 

DATED APRIL 14,1998 

the Government of the United States of America, acting thro 
Development (USAID), and a Consortium of Commercial Banks (Consortium). 

, for 

iwcitlailer reienea 10 as tile Panies, wish to ainend tileu lvlemorandurn of Lnderstanding dated 
April 14, 1998 (MOU) to provide for resolution of certain matters and USAID'S withdrawal from 
involvement with respect to the Banking-Finance Academy (Academy), the Parties amend the 
MOU as follows: 

1. Annex 1 to this Amendment is hereby incorporated into the MOU. Annex 1 is a Project 
Assets Inventory that lists equipment and supplies provided by USAID during the course of 
development of the Academy (the "Fixed Assets"). 

2. Annex 2 to this Amendment is hereby incorporated into the MOU. Annex 2 contains 
copies of the most recent bank statements for: (a) account 501070550 in the amount of S15,205.7:! 
and account 700863 in the amount of GEL 100.30 at IntellectBank and account 1070001 001 01251 
at TbilCreditBank in the amount of $15,740.00 representing capital contributions to the Academy; 
and (b) account 818070887 in the amount of $46,336.00 at Bank Republic representing retained 
earnings by the Academy for courses provided during the life of the Academy. These four accounts 
together shall be considered "Academy Bank Accounts". The total funds currently therein shall be 
cmsidered "Acadeny F:nds". Notwithstanding any provision of the MrJU to the contrary, the 
Parties :gee that the Academy Funds and the Academy Bmk Accounts are wholly owned by the 
Acakmy for Academy purposes. Each Party shall take such steps as are necessary to give the 
Aiademy s&e control of the Academy Funds and the Academy Bank Accounts. 

3. Paragraph 2.6 and Attachment 111 of the MOU are amended to reduce the total equity 
capital contribution requirement to the contributions actually made to date. Notwithstanding any 
provision of the MOU to the contrary, USALD shall, through such steps as it deems necessary, 
c a u x  iiiic ro the Fixed Assers in rile Project Assets inventory to be uansierred to the Academy. 

4. Notwithstanding any provision of the MOU to the contrary, the Parties and the Academy 
agree that the Fixed Assets, the Academy Funds and the Academy Bank Accounts shall be used 
solely for the Academy's ongoing operations within the scope of the program purpose stated in the 
MOU. The Academy's management and directors are responsible for the Academy's operation. 
The Consortium shall ensure that any successor managers and directors assume the undertakings 
described in this paragraph and paragraph 5. 

5. In the event that the Academy ceases operation and any Academy Funds or Fixed Assets, or 
both, still exist, such Academy Funds and Fixed Assets shall be donated to a non-profit training 
facility or, if no such institution is available in Georgia, any other non-profit organization in 
Georgia that is not political in nature. 

6. USAID's undertakings are concluded. The MOU, as amended, shall expire five years afler 



the completion of the transfer of title referenced in paragraph 3 and of the steps described in the 
final sentence of paragraph 2. 

7. The Bank of Georgia and the United Georgia Bank's undertakings are limited to those 
stated in paragraphs 1 through 2 and 4 through 6 of this Amendment. 

In witness whereof, the Parties, each acting through their duly authorized representatives, have 
caused this Amendment to be signed in their names and delivered as of this 

w/  

Michael Farbman 
Mission Director 
USAIDICaucasus 

Operations Director 
TbiliComBank 

Head of HR Management Department 
TBC-Bank n 

bhL adze -- -- 
Member of the Supervisory Board 

~ ~ i t e d  Georgia Bank 



c -  
Y~~&&SW e 
Director of HR Management Department 
Bank of Georgia 
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M consulting 
Barents Group 

December 21,2000 

Mr. Geoffrey Minott 
Tax and Fiscal Advisor 
Office of Economic Restructuring 
USAID 
Tbilisi, Georgia 

RE: Notification of Project End 

Contract: EPE-1-00-95-00070-00 

Dear Geoff: 

This is to inform you that Barents Group of KPMG Consulting LLC, will 
close its Bankers Training Project effective December 31,2000, including termination 
of its support of the Banking-Finance Academy local staff on that date. 

All questions regarding project management issues should be addressed to 
Karen Westergaard's attention at the following address: 

KPMG Tower 
1676 International Drive 
McLean, VA 22102 
Phone: (703) 747 7936 
Fax: (703) 747 8514 
E-mail: kwestergaard@kpmg.com 

We have enjoyed the opportunity ofworking with you on this project, which 
we believe has created the infrastructure for a potentially successful financial services 
training institute in Georgia. 

Sincerely, 
\ 

&a M. Osinski 
Manager 
Barents Group of KPMG Consulting, LLC 



i. Consulting 

Barents Group 

December 21,2000 

Mr. Devi Vepkhvadze 
Member of the Supervisory Board 
IntellectBank 
Tbilisi, Georgia 

RE. Notification of Project End 

Contract: EPE-I-00-95-00070-00 

Dear Mr. Vepkhvadze: 

This is to inform you that Barents Group of KPMG Consulting LLC, will 
close its Bankers Training Project effective December 31,2000, including termination 
of its support of the Banking-Finance Academy local staff on that date. 

All questions regarding project management issues should be addressed to 
Karen Westergaard's attention at the following address: 

KPMG Tower 
1676 International Drive 
McLean, VA 22 102 
Phone: (703) 747 7936 
Fax: (703) 747 8514 
E-mail: kwestergaard@kpmg.com 

We have enjoyed the opporhmity of working with you on this project, which 
we believe has created the infrastructure for a potentially successful financial services 
training institute in Georgia. 

Sincerely, 

Manager 
Barents Group of KPMG Consulting, LLC 



MM consulting 
Barents Group 

December 21,2000 

Mr. IraWi Mekvabishvili 
Deputy General Director 
United Georgian Bank 
Tbilisi, Georgia 

RE: Notification of Project End 

Contract: EPE-1-00-95-00070-00 

Dear Mr. Mekvabishvili: 

This is to inform you that Barents Group of KPMG Consulting LLC, will 
close its Bankers Training Project effective December 31,2000, including termination 
of its support of the Banking-Finance Academy local staff on that date. 

All questions regarding project management issues should be addressed to 
Karen Westergaard's attention at the following address: 

KPMG Tower 
1676 International Drive 
McLean, VA 22 102 
Phone: (703) 747 7936 
Fax: (703) 747 8514 
E-mail: kwestergaard@kpmg.com 

We have enjoyed the opportunity ofworking with you on this project, which 
we believe has created the infrastructure for a potentially successful financial services 
training institute in Georgia 

Sincerely, 

diana M. Osinski 
Manager 
Barents Group of KPMG Consulting, LLC 



consulting 
Barents droup 

December 21,2000 

Mr. Yuri Lebanidze 
Director of HR Management Department 
Bank of Georgia 
Tbilisi, Georgia 

RE: Notification of Project End 

Contract: EPE-1-00-95-00070-00 
- 

Dear Mr. Lebanidze: 

This is to inform you that Barents Group of KPMG Consulting LLC, will 
close its Bankers Training Project effective December 31,2000, including termination 
of its support of the Banking-Finance Academy local staff on that date. 

All questions regarding project management issues should be addressed to 
Karen Westergaard's attention at the following address: 

KPMG Tower 
1676 International Drive 
McLean, VA 22 102 
Phone: (703) 747 7936 
Fax: (703) 747 8514 
E-mail: kwestergaard@kprng.com 

We have enjoyed the opportunity of working with you on this project, which 
we believe has created the infrastructure for a potentially successful financial services 
training institute in Georgia. 

Sincerely, 

~ & a  M. Osinski 
Manager 
Barents Group of KPMG Consulting, LLC 



consulting 
Barents Group 

December 21,2000 

Ms. Lela Santeladze 
Head of HR Management 
TBC-Bank 
Tbilisi, Georgia 

RE: Notification of Project End 

Contract: EPE-1-00-95-00070-00 

Dear Ms. Santeladze: 

This is to inform you that Barents Group of W M G  Consulting LLC, will 
close its Bankers Training Project effective December 3 1,2000, including termination 
of its support of the Banking-Finance Academy local staff on that date. 

All questions regarding project management issues should be addressed to 
Karen Westergaard's attention at the following address: 

KPMG Tower 
1676 International Drive 
McLean, VA 22102 
Phone: (703) 747 7936 
Fax: (703) 747 85 14 
E-mail: kwestergaard@kpmg.com 

We have enjoyed the opportunity of working with you on this project, which 
we believe has created the infrastructure for a potentially successful financial services 
training institute in Georgia 

/)Jd+ 
0 
Diana M. Osinski 
Manager 
Barents Group of KPMG Consulting, LLC 



MM consulting 
Barents Group 

December 21,2000 

Ms. Nino Jgamadze 
Operations Director 
TbiliComBank 
Tbilisi, Georgia 

RE: Notification of Project End 

Contract: EPE-1-00-95-00070-00 

Dear Ms. Jgamadze: 

This is to inform you that Barents Group of KPMG Consulting LLC, will 
close its Bankers Training Project effective December 31, 2000, including termination 
of its support of the Banking-Finance Academy local staff on that date. 

All questions regarding project management issues should be addressed to 
Karen Westergaard's attention at the following address: 

KPMG Tower 
1676 International Drive 
McLean, VA 22 102 
Phone: (703) 747 7936 
Fax: (703) 747 85 14 
E-mail: kwestergaard@k;pmg.com 

We have enjoyed the opportunity of working with you on this project, which 
we believe has created the inl%.tructure for a potentially successful financial services 
training institute in Georgia. 

Sincerely, 

Diana M. Osinski 
Manager 
Barents Group of KPMG Consulting, LLC 



Consulting 
Barents Group 

December 21,2000 

Mr. Avtandil Tsereteli 
Deputy Chairman of the Board 
TbilCreditBank 
Tbilisi, Georgia 

RE: Notification of Project End 

Contract: EPE-I-00-95-00070-00 
- 

Dear Mr. Tsereteli: 

This is to inform you that Barents Group of KPMG Consulting LLC, will 
close its Bankers Training Project effective December 31, 2000, including termination 
of its support of the Banking-Finance Academy local staff on that date. 

All questions regarding project management issues should be addressed to 
Karen Westergaard's attention at the following address: 

KPMG Tower 
1676 International Drive 
McLean, VA 22102 
Phone: (703) 747 7936 
Fax: (703) 747 8514 
E-mail: kwestergaard@kpmg.com 

We have enjoyed the opportunity of working with you on this project, which 
we believe has created the infrastructure for a potentially successful financial services 
training institute in Georgia. 

Sincerely, 

%a M. 0sinski 
Manager 
Barents Group of KPMG Consulting, LLC 



Consulting 
Barents Group 
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KPMG Tower 
1676 International Drive 
McLean, VA 22102 
Phone: (703) 747 7936 
Fax: (703) 747 8514 
E-mail: 

a 3 ~ 3 x 3 6 o  
Barents Group of KPMG Consulting, LLC 



MBB consulting 
Barents Group 

KPMG Tower 
1676 International Drive 
McLean, VA 22102 
Phone: (703) 747 7936 
Fax: (703) 747 8514 
E-mail: kwestereaardhkDme.com 

a3633i36o 
Barents Group of KPMG Consulting, LLC 





Consulting 
Barents Group 

KPMG Tower 
1676 International Drive 
McLean, VA 22 102 
Phone: (703) 747 7936 
Fax: (703) 747 8514 
E-mail: kwestergaard(@kome.com 



.EM consulting 
Barents droop 

KPMG Tower 
1676 International Drive 
McLean, VA 221 02 
Phone: (703) 747 7936 
Fax: (703) 747 8514 
E-mail: kwestereaard(i3kDme.com 

a3633i3Ao 
Barents Group of KPMG Consulting, LLC 



Consulting 

Barents Group 

KPMG Tower 
1676 International Drive 
McLean, VA 22102 
Phone: (703) 747 7936 
Fax: (703) 747 8514 
E-mail: 



Consulting 
Barents Group 

December 21,2000 

This letter is to document that Georgia's Bankers Training Project has turned over to the 
Banking-Finance Academy the funds (revenue fees), equipment, furniture and library as 
described in the attached inventories. The equipment, furniture and library has been delivered 
and installed at the Academy. 

The funds, furniture, equipment and library have been by Georgia's Bankers Training 
Project funded by the US. Agency for International Development under contract with Barents 
Group of KPMG Consulting LLC and as part of an agreement between the Government of the 
United States and the Government of Georgia to support Bank Development. Custody, control 
and responsibility for maintenance and insurance of the funds, furniture, equipment and library 
will be passed to the Banking-Finance Academy effective January 1,2001. However, the terms 
of the agreement between the two governments specify that USAID and Barents have the rights 
to inspect the funds, furniture, equipment and library provided at any time in the future. - 
The signatures on the bottom of this letter will document that the Banking-Finance Academy has 
received the funds, furniture, equipment and library listed in the attached inventories and that it 
accepts the transfer of custody and control of all items. 

RECEIPT OF FUNDS, EQUIPMENT, FURNITURE AND LIBRARY 

We, the Founders, Banking-Finance Academy, hereby declare that we have received from 
Barents Group LLC on behalf of the Banking-Finance Academy the funds, furniture, equipment 
and library listed in the attachments. The funds, furniture, equipment and library were acquired 
with funds from the U.S. Agency for International Development and will be used in support of 
the operations of the Banking-Finance Academy. The funds, furniture, equipment and library 
are released fiom customs under consignment to the Banking-Finance Academy and are not - 
subject to secondary distribution. 

Operations Director 

O . b /  
Lela ~antiladdd 
Head of HR ~anaeemenfl  

7 

Devi V- - 
Member of the Supervisory Board 

De~u tv  General Director 
~ A t e i  Georgia Bank 

/ k4-9 . , 
Y u i  Lebanidze 
Director of HR Management D~ar tmen t  - 
Bank of Georgia 



Confirming the Existence of Funds on Diana M. Oskinski's Personal 
Bank Account, Training Consultant at the "Representative Office of 

Barents Group LLC in Georgia" 

Tbilisi December, 19, 2000 

Meggy Ajiashvili, Director and Auditor, and Zurab Khachidze, Expert Auditor, "Audit & 
Financial Consulting", Ltd. (License # C N003 issued by the Auditor's Council, 
Parliament of Georgia) confirmed the existence of funds on Diana M. Oskinski's, 
Training Consultant at the "Representative Office of Barents Group LLC in Georgia" 
(The legal address - 123, Agmashenebeli Ave; Branch office of KPMG Peat Manvick. 
The legal address of the Head Office - 2001 M Street, Washington DC) personal Bank 
Account. 

On the basis of the statement ofbank account, confirmed by Bank "Republic" on 
December 19,2000 and presented by Diana M. Osinski, we are confirming existance of 
$46,336.00 US credit balance on Diana M. Osinski's personal USD Bank account, as of 
December 19,2000. Account # 818070887. 

The Act has been executed in 3 identical copies: two copies have been submitted to 
Diana M. Osinski, Training Consultant at the "Representative Office of Barents Group 
LLC in Georgia". One copy is kept by "Audit & Financial Consulting," Ltd. 

"Audit & Financial Consulting," Ltd. 

Director: /M. Ajiashvilil 



Consulting 
Barents Group 
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Confirming the Existence of Funds on Georgia's 
Banking-Finance Academy Bank Account 

Tbilisi December, 19, 2000 

Meggy Ajiashvili, Director and Auditor, and Zurab Khachidze, Expert Auditor, "Audit & 
Financial Consulting", Ltd. (License # Z NO03 issued by the Auditor's Council, 
Parliament of Georgia) confirmed the existence of funds on "Georgia's Banking-Finance 
Academy" bank account (The legal address - 123, Agmashenebeli Ave; registered by 
Didube District Court, Tbilisi, on November, 1998. Registration # 2/9-42). 

1. On the basis of the statement of bank account, confirmed by "IntellectBank" on 
December 19,2000, we are confirming existance of funds on Georgia's Banking- 
Finance Academy USD Bank account, as of December 19,2000: 
- USD account # 501070550 - $12,205.75USD; . 
- GEL account # 700863 - 100.30 Lari. 

2. On the basis of the statement of bank account, confirmed by "TbilCredit Bank" on 
December 19,2000, we are confirming existance of $15,740.00USD on Georgia's 
Banking-Finance Academy Lari Bank account, as of December 19,2000. 
USD Account # 107000100101251. 

The Act has been executed in 3 identical copies: two copies have been submitted to 
"Georgia's Banking-Finance Academy". One copy is kept by "Audit & Financial 
Consulting," Ltd. 

"Audit & Financial Consulting," Ltd. 

Director: /M. Ajiashvili/ 

Expert/Aud'itor: /Z. Khachidzel 
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107000100101251 W.b%%kT-Ws%Am 
INNER REMAINDER : 0.00 

O2M)WJM JOM)b ZNSfhX4  S. 
CURRENCY : USD 

.................................................................................................... 
DATE DEBIT CREDIT REMAINDER 

22/04/99BANK 319100700100000 0.00 9'000.00 3'000.00 

22/04/99COMMISSION 0 20.00 0.00 8'980.00 
25/05/99CASH DEPOSIT 30600010010Q000 0.00 6'800.00 15'780.00 

.%a-w W 1 ,  B ~ r n W  mc3603m 
23/12/99BANK 396002800100000 5.00 0.00 15'775.00 

clhsws? &asnu 
23/12/99BANK 396002800100000 5.00 0.00 15'770.00 

clhsws? &asnu 
23/12/99BANK 396002800100000 5.00 0.00 15'765.00 

clhsws? cwHrmW 
28/01/00BANK 396002800100000 5.00 0.00 15'760.00 

olWJ%?S ewnsOW 
28/02/OOBANK 396002800100000 5.00 0.00 15'755.00 

0)- cwHrmW 
28/03/00BANK 396002800100000 5.00 0.00 15'750.00 - 

0- m o w  
27/04/00BANK 396002800100000 5.00 0.00 15'745.00 

llw&w? w6i-l'mW 
28/09/00BANK . 39600 00100000 5.00 0.00 15'740.00 

rn- m o w  
.................................................................................................... 
SUM: 60.00 15'800.00 .................................................................................................... 



an&ba, 3>p3i30b IUb3 
Amount, Currency 

................... ......... avhh .ohnb  s$n%c+ &.&L ~ ~ - I P J C L  ................................ 
Details of payment 

.................................................................................................................................. 

a q ~ h n 0 1 , 3 ~ b ~ 6  e~j~33Dh$3p0 bh&o p b n p  q. :#wm R3$o ~ S ~ ~ h n 3 b ~ o h $ o b  ~ 6 a ~ h o a ~ ~ 6  M. ........ ~..d..z.~d..... 
................................. .................. Please cover the charges connected with the trans.ictlons from our account No .. 







BANK REPUBLiC 

Statement 06/10/2000 - l9/lZ/2OOO 

Account : 818070887lUSD DIANA MARIANNA OSlNSKl 

Opening Balance : 0.00 0 

Total : 0.00 46,336.00 

Closing Balance : 46,336.00 J 

,$m (19/12/2000) : 1 USD = 1.9800 p h n  



Barents Group LLC, Georgia 
Assets Confirming Act 

Tbilisi December, 18.2000 

Meggy Ajiashvili, Director and Auditor, "Audit & Financial Consulting", Ltd. (License # Z N028 

issued by the Auditor's Council, Parliament of Georgia.) confirms the existence of the assets and 

the library at the "Representative Office of Barents Group LLC in Georgia". (The legal address - 

123, Agmashenebeli Ave; Branch office of KPMG Peat Manvick. The legal address of the Head 

Office - 2001 M Street, Washington DC). 

The assets have been priced to match the current market prices: 

= 9 IBM PII-266 Computers, 14" Monitor, Operational Memory - 32 Mb, Hard Drive - 4.2 Gb, 

Video Card - 2Mb, CD-Rom - 12 Speed, with network and multimedia cards. Price per item: 

800 (eight hundred) Lari. 7200 (seven thousand two hundred) Lari in all. 

1 IBM PII-266 Computer, 14" Monitor, Operational Memory - 32 Mb, Hard Drive - 4.2 Gb, 

Video Card - 2Mb, CD-Rewriter - 4x4~16  Speed, with network and multimedia cards. Price per 

item - 900 (nine hundred) Lari. 

1 HP Vectra -V, P133 Computer, 14" Monitor, Operational Memory - 48 Mb, Hard Drive - 4 

Gb, Video Card - lMb, CD-Rom - 12 Speed, with network card. Price per item - 350 (three 

hundred and fifty) Lari; 

1 Server, HP PC Server-325, IBM PII-266, LG Studio works -44m -14". Monitor (damaged), 

Operational Memory -128 Mb, Hard Drive - 8.5 Gb, Video Card - 4 Mb, CD-ROM -12 Speed, 

with network card. Priced at 1000 (one thousand) Lari; 

1 Laptop Computer TOSHIBA-Satelite-220CDS, P-133, 12"- color Monitor, operational 

Memory - 16Mb, Hard Drive - 1,9.Gb, Video Card - lMb, CD-ROM. Priced at 800 (eight 

hundred) Lari; 

1 Scanner Mustek Scanexpress 12000sp. Priced at 200 (two hundred) Lari; 

5 HP Laser Jet 6p Printers, 700 (seven hundred) Lari per item. 3500 (three thousand and five 

hundred) Lari in all; 

4 Oil radiators, Made in Germany, DBK, with 12 sections, price per item - 200 (two hundred ) 

Lari. 800 (eight hundred) Lari in all; 

1 Modem US Robotics Courier. Priced at 400 (four hundred) Lari; 

Audit & Finonciol Consulting LLC 2, L. AsatianiSl, Tbilisi. Georgia. Emoil: amirani2ip.osgfge; F a :  9995 31) 9 /83  
LqJ..,JJhmjjpm, mdopnbo, p q m  ~ L ~ r n o ~ L o b  d N 2 .  Tel: (995 32) 984347; 989183; 983757 
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Barenu Group LLC, Georgia. Assets Confirming .4cr 

1 Hub, 3Com-Super Stack 11-PC Hub 40. Priced at 600 (six hundred) Lari; 

1 Hub, CNet-CN800 TPC. Priced at -150 (one hundred and fifty) Lari; 

= 5 Stabilisers UPS, Elteco EM 600VR. Price per item -200 (two hundred) Lari. 1000 (one 

thousand) Lari in all; 

1 Stabiliser UPS, Elteco EM 250A VR. Priced at -150 (one hundred and fifty) Lari; 

1 Stabiliser UPS, Sandon -1000. Priced at 300 (three hundred) Lari; 

4 Projector Screens - Deltascreen-Quartet. Priced at 600 (six hundred) Lari. 2400 (two 

thousand and four hundred) Lari in all; 

2 Whiteboards. Price per item 150 (one hundred and fifty) Lari. 300 (three hundred) Lari in all; 

1 Flip-chart. Priced at 200 (two hundred) Lari; 

1Whiteboard. Priced at 100 (one hundred) Lari; 

2 Table on wheels, plastic. Price per item 350 (three hundred and fifty) Lari; 

2 Kerosene Heaters, TOYO-set-Omni 230. Price per item 350 (three hundred and fifty) Lari. 

700 (seven hundred) Lari in ali; 

* 2 Boards with hangers. Price per item - 100 (one hundred) Lari. 200 (two hundred) Lari in all; 

42 desks, locally made, laminated. Price per item 130 (one hundred and thirty) Lari. 5460 (five 

thousand and sixty) Lari in all; 

3 Office desks, made in Italy, VALENTINO, laminated. Price per item 300 (three hundred) 

Lari. 900 (nine hundred) Lari in all; 

70 Soft chairs, locally made. Price per item 50 (fifty) Lari. 3500 (three thousand and five 

hundred) Lari in all; 

4 Soft chairs upholstered in artificial leather. Price per item 100 (one hundred) Lari. 400 (four 

hundred) Lari in all; 

6 Book shelves with hangers. Price per item 15 (fifteen) Lari. 90 (ninety) Lari in all; 

1 Air Conditioner - BK -1800. Made in Azerbaijan. Priced at 100 (one hundred ) Lari; 

1 Air Conditioner - BK -2000. Made in Azerbaijan. Priced at 100 (one hundred ) Lari; 

9 File Cabinets with four drawers locally made, laminated. Price per item 70 (seventy) Lari. 630 

(six hundred and thirty) Lari in all; 

1 File Cabinet with three drawers. Made in Italy, VALENTINO, laminated. Priced at 100 (one 

hundred) Lari; 

1 File Cabinet with two drawers. Made in Italy, VALENTINO, laminated. Priced at 100 (one 

hundred) Lari; 
Audit & Financial Consulrig LLC 2. L. Asatiani St, Tbilisi. Georgia Email: amimni2ip.os~ge: Far: 9995 31) 9183 
6&6rn~jqm,  rndoqobo, q q r n  ~ b ~ r n o ~ 6 n b  J N 2. Tel: (995 32) 984347; 989183; 983757 
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Barenfs Group LLC, Georgia. Assets Con$rming .Act 

6 File Cabinets (big) with three drawers, price per item 70 (seventy) hundred Lari. 420 (four 

hundred and twenty) Lari in all; 

6 Book shelves, with three shelves, locally lade, laminated. Price per item - 600 (six hundred) 

Lari. 3600 (three thousand and six hundred) Lari in all; 

6 Book shelves, with four shelves, locally lade, laminated. Price per item - 700 (six hundred) 

Lari. 4200 (four thousand and two hundred) Lari in all; 

3 Lecterns, locally made, laminated. Price per item 200 (two hundred) Lari. 600 (six hundred) 

Lari in all; 

4 Clocks, Quarts. Proice per item 15 (fifteen) Lari. 60 (sixty) Lari in all; 

5 Desk Lamps. Price per item 20 (twenty) Lari. 100 (hundred) Lari in all; 

1 Pencil Sharpener, elecric, Stanley BPS-10, price per item 30 (thirty) Lari; 

1 Projector BUHL 2900. Priced at 300 (three hundred)Lari; 

1 Projector BUHL 90. Priced at 100 (one hundred)Lari, 

1 Multimedia Projector Proxima Ovation 944. Priced at 500 (five hundred) Lari; 

8 Partitions, locally made. Price per item 40 (forty) Lari. 320 (three hundred and twenty) Lari in 

all; 

5 Hangers, Made in Iran. Priced at 100 (one hundred) Lari; 

1 Air Conditioner - HITACHI (WinterISummer). Priced at 3000 (three thousand) lari; 

1 Air Conditioner - Fujitsu (WinterISummer). Priced at 1100 (one thousand and one hundred) 

lari; 

1 Air Conditioner - Fujitsu (WinterfSummer). Priced at 1300 (one thousand and three hundred) 

lari; 

3 Ash trays, Black. Priced at 45 (forty five) Lari; 

1 Air Conditioner - BK -2500, Made in Azerbaijan. Priced at 130 (one hundred and thirty) lari; 

1 Generator for Gas, Eelemax SH-4000DX, 3,7 kvt/hr. Priced at 1000 (one thousand) Lari; 

1 Generator for Gas, Eelemax SH-6000DX, 5,5 kvt/hr. Priced at 1400 (one thousand and four 

hundred) Lari; 

1 Generator for Gas, Eelemax SH-7000DX, 6,l kvthr. Priced at 1600 (one thousand and six 

hundred) Lari; 

2 Stabilisers, locally made. 2kvtIhr. Price per item 200 (two hundred) Lari. 400 (four hundred) 

Lari in all; 
Audit & Financial Consulting LLC. 2. L. Arotiani St, Tbilisi. Georgia. Email: arnirani2ip.org/&; Far: 9995 31) 9183 
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Barents Group LLC. Georgia. Assers Confirming .ici 

2 Stabilisers, locally made. 3kvtihr. Price per item 300 (three hundred) Lari. 600 (six hundred) 

Lari in all; 

1 Stabiliser, locally made. 6kvth .  Priced at 600 (six hundred) Lari in all; 

1 Copy Maker - Xerox 5343. Priced at 3000 (three thousand) Lari; 

1 Copy Maker - Canon-FC-220. Priced at 700 (seven hundred) Lari; 

1 Binding machine GBC - 4000. Priced at 300 (three hundred) Lari; 

1 Paper Cutter - Boston - 2615. Priced at 300 (three hundred) Lari; 

1 Collapsible Ladder, made of Aluminum, Priced at 50 (fifty) Lari; 

1 TV-set DAEWOO -21. Priced at 350 (three hundred and fifty) Lari; 

1 VCR TOSHIBA -VX445. Priced at 150 (one hundred and fifty) Lari 

1 Video Camera Sony-Handycam-CCD-TR 506E. Priced at 1000 (one thousand) Lari; 

1 Tripod for Video Camera GIOTTOSO -VT 809. Priced at 300 (three hundred) Lari; 

1 Radio2-Cassette Recorder Sony-CFS-W3385. Priced at 100 (one hundred) Lari; - 
1 Radio Cassette Recorder SHarp-QT-100Z(GY) Priced at 40 (forty) Lari; 

2 Easels. Price per item 70 (seventy) Lari. 140 (one hundred and forty) Lari in all; 

1 Vacuum Cleaner, SANYO-SC-53-A. Priced at 100 (one hundred) Lari; 

2 Fire Extinguishers, OY-2. Priced at 40 Laroi; 

2 Desk Fans, Philips. Priced at 40 (forty) Lari; 

a 1 Desk Fan, Philips. Damaged. Priced at 20 (twenty) Lari; 

1 Telephone -Panasonic KX-TS-20-W. Priced at 100 (one hundred) Lari; 

1 Wireless Telephone. Panasonic KX-TC28lBX. Priced at 150 (one hundred and fifty) Lari; 

1 Fax Machine, Panasonic KX-F130BX. Priced at 300 (three hundred) Lari; 
* I Fax Machine, SHq-FO-1460. Priced at 250 (two hundred and fifty) Lari; 

1 Desk Clock. Priced at 15 (fifteen) Lari. 

1 Gas Lamp. Priced at 30 (thirty) Lari; 

1 2 it. electric water boiler. Priced at 15 (fifteen)Lari; 

1 4 It. electric water boiler. Priced at 25 (twenty-five)Lari; 

1 Label Maker. Priced at 100 (one hundred) Lari. 

1 Printer HP Desk Jet 340. Priced at 150 (one hundred and fifty); 

1 Water Cooler SAMSUNG WC-410 D - Priced at 500 (five hundred) Lari; 

1 Refiigerator- LG -GR 1515. Priced at 400 (four hundred) Lari; 

Audit & Financial Consuhing LLC 2, L. Asntinni St. Tbilisi, Georgia. Emoil: omirnni2ip.osgfge; Fa: 9995 31) 9183 
h j a J m ~ ~ p ~ ,  m d o ~ o l ~ a  g u p m  aD~moa6oD J N 2. Tel: (995 32) 984347; 989183; 983757 
4 



Barents Group LLC, Georg~n. Assets Confirmmg .Act 

44 Calculators, Texas Instrument TI-1795+, Price per item 15 (fifteen) Lari. 660 (six hundred 

and sixty) Lari in all; 

1 Mobile phone, Ericsson GF788. Priced at (one hundred and fifty) Lari; 

The Act has been executed in 3 identical copies: two copies have been submitted to the 

"Representative Office of Barents Group LLC in Georgia". One copy is kept by "Audit & Financial 

Consulting," Ltd. 

"Audit & Financial Consulting," Ltd. 

Director: 

Audit & Financial Consulting LLC. 2. L. Asatiani St, Tbilisi. Georgia. Email: nmimni2ip.osgfge: F a :  9995 31) 9183 
L $ . f i m j ~ q m ,  mdoqo60  q u q m  ~6amoa606 J N 2. Tel: 1995 32) 984347; 989183; 983757 
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Tbilisi 
2000 

Barents Group LLC, Georgia 
Assets Confirming Act 

December, 18, 

Meggy Ajiashvili, Director and Auditor, "Audit & Financial Consulting", Ltd. (License # 
Z N028 issued by the Auditor's Council, Parliament of Georgia.) confirms the existence 
of the assets and the library at the "Representative Office of Barents Group LLC in 
Georgia". (The legal address - 123, Agmashenebeli Ave; Branch office of KPMG Peat 
Manvick. The legal address of the Head Office - 2001 M Street, Washington DC). 

I confirm existence of the assets as of December 15,2000 at the "Representative Office 
of Barents Group LLC in Georgia", 123 Agmashenebeli Ave. Tbilisi. - 
See anached the Inventory list (Appendix #I). The list is part of this document, 

The Act has been executed in 3 identical copies: two copies have been submitted to the 
"Representative Office of Barents Group LLC in Georgia". One copy is kept by "Audit & 
Financial Consulting," Ltd. 

"Audit & Financial Consulting," Ltd. 

Director: /M. Ajiashviiil 
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' IAS TRAINING SESSIONS 

TBILISI GEORGIA 
DECEMBER 2000 

DECEMBER TRAINING SESSIONS 
IAS Roundtable Session 2 : Completion of session begun in October 
IAS Course**: Intensive introductory course scheduled in response to branch 
accountant training needs 
IAS Concepts and Accrual Accounting: One day overview to supply additional 
background information on IAS 

SUMM-IRY: IAS TRAINIKG SUMMARY OCTOBEWDECEMBER 2000 

PROGRAMS: TERM # # 
PARTICIPANTS BANKS 

1. IAS Roundtable Session 1 (October) 5 days 23 12 
2. IAS Roundtable Session 2 (October) 3 days 22 8 
3. IAS ~oundtable Session 2 (December)' 2 days 20 (5 new*) 9(2*) 
4. IAS Concepts & Financial Statement Overview 1 day 10 6 
5. IAS Coursei* 4 days 15 3 
6. IAS Concepts and Accrual Accounting 1 day 8 4 

'17 of the 22 participants who began the program in October attended and completed in 
December. 

5 new participants joined the prosram in December. Course evaluations completed in 
December for the entire progmi indicate lower than normal ratings in coverage of 3 
topics. These were topics discussed during the October session. 

**Number of branch accountants: 6 Number of branch directors: 2 
Total number of separate banks involved in IAS training (iincludes NBG): 18 

EVALUATIONS: 

On a scale of 1-6 
Overall course evaluation ol'1l1e December Roundtable session: 5.37 
Overall course evaluation of the December IAS Concepts and Accrual Accounting 
pro~ranl: 5 . 3  
O\'t.l-all course evaluation ot'the December IAS Course: not available at time of report 
prepara;;on 



- . . 
RECOMMENDATIONS: 

Chief Accountants attending the December program indicated that their banks are 
prepared for the conversion process. However, as with undertaking any new activity, 
they cannot be expected to entirely "know what they don't know". Bank attendees stated 
that they utilize and are satisfied with the assistance of the Help Desk, so continuation of 
that prograni should be a significant source of assistance during the conversion and initial 
reporting periods. Continual monitoring of commercial bank training needs during the 
conversion period is necessary and flexibility of the Help Desk in respondingt?those 
needs. 

Since not all Georgian banks attended the training programs offered in OCtOWbd 
December, it is unknown hou well prepared the non-attending banks are for conversion 
to IAS effective 1/1/01. An assessment should be made ofwhich banks may require 
hands-on assistance during conversion or additional information prior to the conversion 
date. Since certain banks may have taken a passive stance towards conversion, support 
ma! have to be proactively promoted or a decision made to allow certain banks to sink or 
swim. 

The single greatest concern expressed by program attendees regards taxes. On issue 
raised by the banks is that they have not received clear guidance on how to prepare tax 
reports. A _general worksheet has been distributed, but specific identification of financial 
accounting 1,s. Tax Code differences is not yet available. 
Since the same differences \ \ i l l  apply in general to all banks, it is recommended that the 
IAS vs. Tax Code items be identified, listed, and appropriate forms developed and 
distributed to all commercial banks. along with instructions. A training session for both 
regulatory authorities and bank tax preparers is also recommended. 
A second issue raised by the banks is concern that tax authorities do not understand the 
neu bas~s of accounting and I ~ o \ \ ~  it applies to banks. Although tax regulators have 
received t ra~ning  on IAS from the Georgian Accounting Federation, bank accounting is 
significantly different from accounting for other enterprises. It is recommended that short 
course on 1.4s as it applies specifically to banks be developed and presented to tax 
authorities as a supplemental program. If tax regulators specialize by industry the 
proyam could be targeted to that audience. Alternatively, if there is no industry 
specialization the program may be presented as a seminar to the same audience that 
earlier receiwd general IAS training. 

ATTACHN ENTS: 

List of Participants for each 1'1-ogram 
Course Eva1 mu on Summa!.! ior sach Program (December IAS Course evaluation not yet 

d' 
available. e\:~Iua~ion was n011.equired for the IAS Concept & Financial Statement 
Owl-vie\\ pi-clgani in Octohcrl - 



IAS ROUNDTABLE TRAINING SESSIONS 
TBILISI GEORGIA 

OCTOBER 2000 

PLANNING 
The original plan called for one week of roundtable training meetings with a single group of 
Georgian bankers. Objective of the program was to address specific IAS questions and 
implementation issues faced by the banks during their IAS transition period. Anticipated 
attendees were Georgian bank Chief and Deputy Chief Accountants, as well as IT staff and 
others directly involved in the conversion process. 

Prior to the consultant's arrival, founding members of the training academy requested an 
additional training session in order to address branch accounting staff needs. 

Analysis following the consultant's arrival indicated a high level of anticipated demand for 
the program. In response the sessions were extended one additional week and scheduled for 
three separate sections. Planned maximum attendance per section of 25 to allow for group 
interaction. 

IMPLEMENTATION 
The majority of registrants selected the first group and including walk-ins, first day - 
registration was 29 participants. Attendees were adamant that they wished to remain 
together, so all were accepted into the group. Many of the banks had apparently selected 
participants without regard to the prerequisite of previous IAS training. Only 7 of the 
attendees had received prior background training in IAS and matched the anticipated 
participant profile. In response to the obvious need for basic IASIaccrual basis accounting 
training, the consultant arranged to move the small number of group two registrants into the 
third group and use the freed-up time to offer an additional program. This additional session 
was a basic IAS/accmal concept introductory class offered at no additional charge to group 
participants. Registration for the third group totaled 27, with only 4 of the participants 
meeting the prerequisite and program profile. 

Daily attendance as a percentage of registrants was high. Overall, fifteen Georgian banks 
were represented, many sending multiple participants. The weakest component of the 
program evaluation indicated that attendees did not perceive how program components were 
related to their positions. This result is likely due to inappropriate selection of attendees by 
the banks, since most of the participants were not in the necessary decision-making role 
envisioned by the program objectives. However, future roundtable sessions can address this 
issue and improve the attendee's understanding of the prograndjob duty relationship. 
Attendance, participant and evaluation data are available from the training project staff. 

A list of program topics is found in the program description. The consultant cooperated 
closely with the TACIS implementation project, USAID accounting methodology project and 
USAID banking supervision project. Members of all projects were extremely helpful and 
generous in sharing their time and materials. The roundtable program included presentations 
by Tom Gordon of the accounting methodology project and Gloria Grimditch of the banking 
supervision project. Local staff members of the projects were also invited to attend all 
sessions. 

November 3,2000 1 



RESULTS 
A primary success of the program was to identify issues that require attention by the National 
Bank of Georgia. With this knowledge the NBG can now, in a timely manner determine 
policy and disseminate direction before the likely January onslaught of calls by individual 
banks. This proactive means of addressing potential problems should serve to ease the 
transition process for all banks in the country. 

Although evaluations indicated participant satisfaction with the program, the originally 
envisioned objective of implementation problem identificatiodmutual problem solving was 
not met in the manner anticipated. This can be attributed to a number of reasons: 

-Participant banks had not progressed with the transition process sufficiently to 
identify and think through all implementation issues or consider how they might be 
resolved 
-The majority of program participants did not have the necessary background training 
in IAS to participate in IAS related discussions 
-The majority of program participants did not hold decision-making positions relating 
directly to the IAS conversion process 
-Participants were not familiar with mutual problem-solving methods and had 
anticipated that the program would be a classroom-style training fonun 

Responding to the above, the consultant modified the planned instructional method and used 
a modified roundtable approach which incorporated both classroom presentation and group - 
participation. This approach appeared to be effective as shown by the high attendance figures 
and more importantly, that attendees stayed through the end of program each day and were 
active participants. 

RECOMMENDATIONS 
NEEDS IDENTIFICATION 
The following training needs were identified by program participants, in conjunction with the 
consultant: 
1. Comprehensive tax accounting, using any available worksheets and directives issued by 

the tax authorities and other relevant parties 
2. Accrual accounting for all types of activity, including specific examples with the new 

chart of accounts 
3. Accounting for depreciation, illustrated with examples of various depreciation methods 

and supporting calculations 
4. Preparation of financial statements using the new chart of accounts and new financial 

statement formats, including presentation of a mapping guide for bank implementation 
5. Accounting for repossessed assets in accordance with the new NBG asset classification 

regulation, utilizing the new chart of accounts and including examples of all foreseeable 
circumstances 

6 .  Accounting for loan loss provisioning in accordance with the new NBG regulation, 
including discussion of similarities and differences with current methodology 

7. NBG response to outstanding accounting methodology issues identified during the 
program 

8. Cashflow analysis 
9. Extensive training on IAS accounting for branch accountants, using specific examples 

and the new chart of accounts 
10. Following successful transition to the new chart of accounts and financial statements, 

training on development, preparation and use of management reports 

November 3,2000 2 



TRAINING RECOMMENDATIONS FOR THE PERIOD PRIOR TO JANUARY 1 
IMPLEMENTATION DEADLINE 
1. Completion of the group three roundtable presentations previously scheduled (2 days). 

Note that this program must respond to participant needs by including the highest priority 
issues and examples listed above that will fit into the allotted time. 

2. Presentation of a basic IAS/accrual concept introductory class previously scheduled, at no 
additional charge to group participants (1 day). 

3. Presentation of an IAS accounting program for branch accountants who have received no 
previous introduction to accrual accounting (4 days). Note that this was identified by 
group participants as the highest priority training need. Indications are that this type of 
program may be extremely beneficial in reducing transition related problems. Training 
materials may be based on a previously utilized IAS program developed by the consultant 
and presented in early 1999, but should be updated and revised to incorporate the specific 
topical issues noted above. 

4. Given the need for developing detailed and comprehensive examples, as well as training 
program updates, required training preparation time is anticipated to require 8 days 
offsite. Note that this includes development of a mapping guide for creation of both the 
new balance sheet and income statement. In addition, 3 days of preliminary onsite 
preparation are needed for investigation and updating. The Georgian banking 
environment is dynamic and these training programs are a means to disseminate accurate, 
up-to-the-minute information for financial institutions representing the majority of - 
banking assets in the country. 

TRAINING RECOMMENDATIONS FOR THE PERIOD FOLLOWING JANUARY 1 
IMPLEMENTATION DEADLINE 
1. Roundtable sessions during the months of January , February and March 2001--to address 

specific implementation issues 
2. Tax accounting-to be offered when worksheets and methodology are developed and 

approved by relevant parties 
3. Following successful transition to the new chart of accounts and financial statements-- 

training on development, preparation and use of management reports 
4. Additional basic but comprehensive IAS trainingdependent upon banking system needs 
5. Training on complex or specialized accounting topics-as banks enter new fields of 

activity or recognize knowledge gaps 
6 .  Training on new or revised IAS-as IAS is modified 

- 
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KPMG Consulting 
Barents Group 

BANKER TRAINING COURSES - 
Accounting for Bankers 

Advanced Problem Loan Management 

AsseffLiability Management I. II 

Bank Card 

Bank Executive lnternational 

Bank Marketing 

Bank Fraud 

Bank Operations Management 

Branch Management 

Bank Supervision 

Banking Terminology 

Capital Markets I, II 

Commercial Bank Risk Management 

Construction Lending 

Consumer LendingIFinance 

Corporate Finance 

Credit I, 11. 111 

Credit Management System 

Customer Service 

Financial Management 

Financial Institutions Analysis 

Foreign Exchange 
. 

Human Resources Management 

C:\windows\TEMP\BANKER TRAINING COURSES.doc 

lnternational Accounting Standards 

interbank Credit Risk 

Internal Audit 

International Banking 

lnternational Payment Systems 

lnternational Trade Finance 

Investment Banking 

LegaURegulatory Environment 

Letters of Creditrrrade Finance 

Marketing Financial Services 

Mortgage Finance 

NIS Enterprise Accounting 

NIS Bank Accounting 

Privatization 

Problem Loan Management I, II 

Project Finance 

Real Estate Finance 

Risk Management 

Small + Medium Enterprise Banking 

Strategic Competitive Advantage 

Strategic Planning 

Train the Trainers 

Treasury Risk Management 



Bankers' Training Development Project 

Course and Workshop Outlines 
August 2000 

No part of this publication may be reproduced, stored in a retrieval system, or transmitted in 
any form or by any means-electronic, mechanical, photocopying, recording or ofhenvise- 
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Foreign Exchange 1 
Course Description 

Target Audience 

Prerequisite 

Terminal Learning 
Objectives 

Training Methodology 

Evaluation Techniques 

Course Duration 

Maximum Participants 

Course Materials 

This course will introduce participants with principles and concepts of 
Foreign Exchange markets operation and overall FX transactions. 

This course is primarily designed for bank FX dealers, managers and 
tophiddle level key-staff involved in FX operations. 

Bank employees with understanding of FX. 

At the completion of this course, participants will be able to: 
+ Know the history and structure of foreign exchange markets; 
+ Understand the key mechanisms and terminology of foreign 

exchange markets; 
+ Review practical examples of foreign exchange; 
+ Define peculiarities and axioms of European foreign exchange; 
+ Reduce risk while conducting foreign exchange operations; 
+ Master the technology of futures exchange; 
+ Understand the concept of and calculate SWAP operations, one of 

the basic components of foreign exchange market; 
+ Learn and analyze in detail the factors influencing volatility of 

foreign exchange markets; 
+ List solutions to concrete problems drawn as examples. 

Participative presentation with guided discussion, exercises and video 
aid. ~. 

The course is evaluated on one level: 
+ Reaction: Trainer, course materials and course evaluation. 

5 days (7 hours a day/35 hours). 

20 - 25 participants. 

The course consists of the following components: 
6 Participant Guide (English/Russian); 
+ Instructor Guide (English); 
+ Overheads (English/Russian); 
+ Course Evaluation Form (English/Georgian). 

Banking-Finance Academy Training Program August 2000 



International Payment Systems 

Course Description 

Target Audience 

Prerequisite 

Terminal Learning 
Objectives 

Training Methodology 

Evaluation Technique 

Course Duration 

Maximum Participants 

Course Materials 

This course is an overview of all payment systems, including electronic 
payment, used in modern banking industry. 

This course is primarily designed for bank employees handling 
incoming and outgoing payments and operating on SWIFT system. 

Bank employee. 

At the completion of this course, participants will be able to: 
+ understand requirements, types and components of payment 

systems; 
t understand worldwide credit card network operation; 
t understand mechanisms of debit card operation; 
t ATM's, SWIFT, large volume wire transfers. 

Participative presentation with guided discussion and visual aids. 

The course is evaluated on one level: . - 
o Reaction: Trainer, course materials and course evaluation. 

5 days (7 hours a day/35 hours). 

20 - 25 participants. 

The course consists of the following components: 
o Participant Guide (English/Russian); 
o Overheads (English/Russian); 
o Course Evaluation Form (English/Georgian). 

Banking-Finance Academy Training Program August 2000 



Human Resources Management 

Workshop Description 

Target Audience 

Prerequisite 

Terminal Learning 
Objectives 

Training Methodology 

Evaluation Techniques 

Workshop Duration 

Maximum Participants 

Workshop Materials 

This course will acquaint participants with basic principles of personnel 
management, focusing on issues like hiring, recruiting, selecting, 
motivating staff with an ultimate goal of maximum quality performance 
and satisfaction. 

This course is designed for bank personnel and training managers and 
their assisting teams. 

Bank employee in the related field. 

At the completion of this course, participants will: 
t learn about organizational staffing and evaluation ofjob positions; 
t human resources information systems; 
t Screening, selection and placement of candidates; 
t job descriptions: design and analysis; 
t training and retraining. 

Participative presentation with guided discussion and samples. 

The course is evaluated on one level: 
t Reaction: Trainer, course materials and course evaluation. 

5 days (8 hours a day/40 hours). 

I5  - 20 participants. 

The course consists of the following components: 
t Instructor Guide (English/Russian); 
t Participant Guide (English/Russian); 
t Overheads (English/Russian); 
t Course Evaluatlon Form (English/Georgian). 

Banking-Finance Academy Training Program August 2000 



I Mortgage Finance 

Course Description 

Target Audience 

Prerequisite 

Terminal Learning 
Objectives 

Training Methodology 

Evaluation Techniques 

Course Duration 

Maximum Participants 

Course Materials 

This course will provide typical and fundamental concepts and practices 
for prudential loan underwriting. The course will also discuss staff and 
administrative procedures to finance residential real estate loans. 

This course is designed for bank loan officers and real estate 
appraisers. 

Experience in loan decision-making in Commercial Bank industry is 
recommended. 

At the completion of this course, participants will be able to: 
+ understand organizational structure to assist banks to identify 

management and staffing needs, and procedures necessary to 
operate a real estate lending function; 

+ loan underwriting process; 
+ construction lending specifics and tools. 
+ real estate appraisal techniques. 

Participative presentation with guided discussion and real estate 
appraisal tours around the city. 

The course is evaluated on one level: 
+ Reaction: Trainer, course materials and course evaluation. 

5 days (8 hours a day/40 hours). 

75-20 participants. 

The course consists of the following components: 
+ Instructor Guide (English/Russian); 
+ Participant Guide (English/Russian); 
+ Course Evaluation Form (English/Georgian). 

Bankers' Training Development Program August 2000 



Letters of Credit & Trade Finance 1 
Self-study Description 

Target Audience 

Prerequisite 

Terminal Learning 
Objectives 

Training Methodology 

Evaluation Techniques 

Program Duration 

Maximum Participants 

Program Materials 

This course will help participants understand basics of Letters of Credit 
and lnternational Trade Finance. The course discusses summav of 
products that are used by banks and others to affect payment and 
finance, cmss-bmkersales and other transactions. It has a focus on the 
lnternational Chamber of Commerce Uniform Customs and Practices for 
Documentary Credits. 

This course is designed for loan officers and other bank employees 
working with trade finance transactions. 

Experience in credit allocation is recommended, 

At the completion of this course, participants will be able to: 
+ understand mechanics of trade finance; 
+ documentafy collections procedure; 
+ Ieffers of credt? overview, UCP 500; 
+ standby leffers of credit; 
+ export credit agencies and theirprograms; 
+ securitized finance; 
+ FX in the contexi of trade finance. 

Presentation with exercises and discussions. 

The course is evaluated on one level: 
+ Reaction: Trainer, course materials and course evaluation. 

5 day (8 hours a day/4O hrs). 

20-25 participants. 

The program consists of the following components: 
+ Participant Guide (English/Russian~ 
t Instructor Guide (Engiish/Russian); 
+ UCP 500 (English/Russian); 
+ Overheads (English/Russian). 
+ Course Evaluation Form (English/Georgian). 
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Bank Marketing 

Course Description I This course will introduce Georgian bankers to the role that marketing 
plays in a developing environment. 

Target Audience I This course is primarily designed for managers and bank employees 
involved in developing and implementing marketing strategies for 

Prerequisite 

Terminal Learning 
Objectives 

Training Methodology 

Evaluation Techniques 

Course Duration 

Maximum Participants 

Course Materials 

successful operation. 

Experience in delivery of new bank products and services. 

At the completion of this course, participants will be able to: 
4 understand marketplace for bank's products and services using that 

knowledge to gain a competitive advantage; 
4 design and price new bank products; 
4 use effectively media to sell bank services; 
4 develop marketing plans to improve bank profitability. 

Participative presentation with guided discussion and exercises. . a 

The course is evaluated on one level: 
4 Reaction: Trainer, course materials and course evaluation. 

5 days (8 hours a day140 hours). 

15 - 20 participants. 

The course consists of the following components: 
4 Instructor Guide (English/Russian); 
4 Participant Guide (English/Russian); 
4 Overheads (English/Russian): 
4 Handouts (Russian); 
4 Course Evaluation Form (English/Georgian). 

Bankers' Training Development Program August 2000 
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Workshop Description 

Target Audience 

Prerequisite 

Terminal Learning 
Objectives 

Training Methodology 

Evaluation Technique 

Workshop Duration 

Maximum Participants 

Workshop Materials 

This course will help participants review and analyze those potential 
sources that turn loans into problems. The course discusses ways and 
techniques for identifying, restructuring and negotiating loans that are or 
may become a problem asset. 

This course is designed for bank's problem loan workout department 
officers. 

Experience in credit area. 

At the completlon of this workshop, participants will be able to: 
+ identify and quantify credit risk; 
+ understand industry risk; 
+ construct customer cash budget and cash flow; 
+ design various loan structures; 
+ negotiate with problem customers. 

Participative presentation with guided discussion and exercises. 

The course is evaluated on one level: 
+ Reaction: Trainer, course materials and course evaluation. 

5 days (8 hours a day/40 hours). 

15 - 20 participants. ' 

The workshop consists of the following components: 
+ Instructor Guide (English/Russian); 
+ Participant Guide (English/Russian); 
+ Overheads (English/Russian); 
+ Handouts (Russian); 
+ Exercises (English/Russian). 



AssetlLiability Management I 

Workshop Description 

Target Audience 

Prerequisite 

Terminal Learning 
Objectives 

Training Methodology 

Evaluation Techniques 

Workshop Duration 

Maximum Participants 

Workshop Materials 

This course is an introduction to the financial control of banks. 

This course is designed for upper level bank managers. 

Basic knowledge of finance is recommended 

At the completion of this workshop, participants will be able to: 
+ understand bank's financial statements; 
+ understand and manage bank's profitability and risks; 
+ use bank valuation techniques; 
t plan to meet bank's strategic, financial and capital objectives; 
+ control the acquisition and allocation of bank funds through pricing 

and a structured system of asseffliability management. 

Participative presentation with guided discussion and exercises. 

The course is evaluated on one level: 
+ Reaction: Trainer, course materials and course evaluation. 

5 days (8 hours a day/40 hours). 

15 - 20 participants. 

The workshop consists of the following components: 
+ Instructor Guide (English); 
+ Participant Guide (English/Russian); 
+ Overheads (English/Russian): 
+ Course Evaluation Form (English/Georgian). 

Bankers' Training Development Program August 2000 
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AsseVLiability Management I1 

Workshop Description 

Target Audience 

Prerequisite 

Terminal Learning 
Objectives 

Training Methodology 

Evaluation Techniques 

Workshop Duration 

Maximum Participants 

Workshop Materials 

This course is a continuation of ALM I course. The course deals with 
more in-depth analysis of bank's financial control. 

This course is designed for upper level managers who are responsible 
for bank's asseffliability management function. 

Attendance of ALM I course is recommended. 

At the completion of this workshop, participants will be able to: 
+ analyze bank's financial statements 
+ manage profitability and risks 
+ apply ALM analysis tools 
+ understand derivative instruments and their pricing mechanisms 
+ discuss financial management goals. 

Participative presentation with guided discussion and exercises. 
. 

The course is evaluated on one level: 
+ Reaction: Trainer, course materials and course evaluation. 

5 days (7 hours a day/35 hours). 

15 - 20 participants. 

The workshop consists of the following components: 
+ Instructor Guide (English); 
+ Participant Guide (English/Russian); 
+ Overheads (English/Russian); 
+ Course Evaluation Form (English/Georgian). 
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1 Project Finance 

Course Description 

Target Audience 

Prerequisite 

Terminal Learning 
Objectives 

Training Methodology 

Evaluation Techniques 

Course Duration 

Maximum Participants 

Course Materials 

This course provides participants with an understanding of the concepts 
in the evaluation of project finance contracts and how to evaluate 
construction contractors; how to analyze and evaluate from a credit 
granting perspective whether project is a viable undertaking. 

This course is designed for bank credit and loan officers mostly dealing 
with construction finance projects. 

Experience in credit and financial analysis Is recommended. 

At the completion of this course, participants will be able to: 
4 identify potential risks involved with a specific project; 
4 evaluate the cost of a construction project; 
4 evaluate potential and actual profits; 
4 understand basic concept of "time value of money" and "true cost of 

capital: 
4 develop financial analysis skils. . - 
Participative presentation with guided discussions and exercises. 

The course is evaluated on one level: 
4 Reaction: Trainer, course materials and course evaluation. 

5 days (7 hours a day/35 hours). 

15 - 20 participants. 

The course consists of the following components: 
4 Instructor Guide (English); 
4 Participant Guide (English/Russian); 
4 Overheads (English/Russian); 
4 Exercises (English/Russian); 
4 Course Evaluation Form (English/Georgian). 

Bankers' Training Development Program August 2000 
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Bank Cards 

Course Description 

Target Audience 

Prerequisite 

Terminal Learning 
Objectives 

Training Methodology 

Evaluation Techniques 

Course Duration 

Maximum Participants 

Course Materials 

This course is an overview of all bank cards (credit, debit, smart cards) 
that are being vigorously implemented in Georgia and will help 
participants learn about basic marketing concepts applied in promofion of 
bank cards. 

This course is designed for bank marketing directors, international 
banking specialists and those handling bank card issuance, delivery and 
servicing issues. 

Bank employee. 

At the completion of this course, participants will be able to: 
+ organization, structure and issuance of cards; 
+ proRabiIify of card business; 
+ card marketing techniques; 
+ credit process involved with cards; 
+ collection procedures; 
+ administrative support; 
+ card fraud. 

Participative presentation with guided discussion and exercises. 

The course is evaluated on one level: 
+ Reaction: Trainer, course materials and course evaluation. 

5 days (7 hours a day/35 hours). 

15 - 20 participants. 

The course consists of the following components: 
+ Instructor Guide (English/Russian); 
t Participant Guide (English/Russian); 
+ Course Evaluation Form (English/Russian). 

Bankers' Training Development Program August 2000 
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Appendix Y 



1. Please rate the content of this course and the modules according to its importance to your job and its 
helpfulness in meeting your needs and expectations. First, rate the module as a whole. Second, rate each 
topic of the module. 

Importance to your Met your 
Module and Topics position learning needs 

Course: Human Recourses Management 
Date: October 30 -November 3,2000 
Instructor: Mr. Don Carlson 

t Unit 2: Selection and Placement 6 5 4 3 2 1  

- 

t Unit 6: Creating a HRM Plan 6 5 4 3 2 1  6 5 4 3 2 1  

+ Unit 7: Summary and Planning for Line Managers 6 5 4 3 2 1  6 5 4 3 2 1  

Above Below 

Expectations Expectation 

6 5 4 3 2 1  

6 5 4 3 2 1  

+ Unit 4: Training and Development 6 5 4 3 2 1  

Comments and Suggestions (Please use back side of paper if necessary): 

Above Below 

Expectationr Expectation 
pp 

6 5 4 3 2 1  

t Un~t I: Introduction to HRM 6 5 4 3 2 1  

6 5 4 3 2 1  

2. Please rate the instructor's abilities: 

6 5 4 3 2 1  

+ Unit 3: Performance Management 6 5 4 3 2 1  6 5 4 3 2 1  

t Unit 5: Comoensation 6 5 4 3 2 1  

]I + Relate the module concepts to your position 6 5 4 3 2  II 

6 5 4 3 2 1  

s 

I( + Encourage group discussion and involvement ( ( 6  5 4 3 2 I ( (  

Instructor's Abilities Expectations Expectation 

Comments and Suggestions (Please use back side of paper if necessary): 

- - 

+ Willingness to communicate with students after class 

+ Knowledge of the subject 

B$,?~?,TS Proprietaty 
- 

I October 2000 

L/j3 

t Explain concepts clearly and concisely 

6 5 4 3 2 1  

6 5 4 3 2 1  

6 5 4 3 2 1  



HRM Evaluation 

3. If applicable, please rate the translator's abilities: 

Above Below 

Exoeetationr Exaectation 

6 Explain concepts clearly and concisely 

+ Present correct terminology 

t Encourage group discussion and involvement 6 5 4 3 2 1  

Comments and Suggestions (Please use back side of paper if necessary): 

4. Please rate the course materials, handouts and overheads: 

Materials, handouts and overheads 

t Quality 

t Amount 

5. Please rate your overall reaction to the program: 

Above Below 

Expectations Expectation - 
6 5 4 3 2 1  
P 

6 5 4 3 2 1  

t Difficulty 

t Value to the course 

6 5 4 3 2 1  

6 5 4 3 2 1  

11 t Instructor 6 5 4 3 2  ' Y 

Comments and Suggestions (Please use back side of paper if necessary): 

Overall reaction 

t Course 

11 Translator (if applicable) 6 5 4 3 2  II 

Above Below 

Expectations Expectation - 
6 5 4 3 2 1  

t Materials 

Comments and Suggestions (Please use back side of paper if necessary): 

E+R~?Ts Proprietary 2 October 2000 



i L e Y c K Y TL 6 &' "4. L E 
Human Resource Management 

Ittstructor: Don Carlson 
Instruction Dates: October 30 - November 3, 2000 

Course: Human Resource Management 
Unit I: Introduction to Human Resource Management 
Unit 2: Selection and Placement 
Unit 3: Performance Management 
Unit 4: Training and Development 

Unit 5: Compensation 
Unit 6: Creating a Human Resource Management Plan 
Unit 7: Summary and Planning for Line Managers 

Explain concepts clearly and concisely 
Relate the course concepts to your position 
Encourage group discussion and involvement 
Willingness to communicate with students aner class 
Have knowledge of the subject 

k m r e t e r ' s  E v a t u a t h ~  
Explain terminology clearly and concisely 
Use precise terminology 
Encourage group discussion and involvement 

Quality 
Quantity 
Difficulty 
Value to the course 

Course 
Instructor 
Interpreter (if any) 
Materials 

Importance to 

4.50 
4.83 
4.13 
4.50 
4.63 
4.00 
4.43 
5.00 

5.57 
5.29 
5.71 
4.00 
5.86 

5.29 
5.43 
5.43 

4.71 
4.86 
4.14 

5.17 

5.29 

5.57 
5.29 

4.86 

C t 

Meet your 

4.67 
4.33 
4.38 
5.13 
4.88 
4.75 
5.00 
5.00 

besJld 
6 =Above Expectations 

1 =Below Expectations 



Appendix Z 



Banking-Finance Academy Evaluation 

Program Date: Monday, December 11 through Wednesday, December 13,2000 

Client: Mark Foster, FSVC and Rob McDonough 

Instructions: In order to serve our client's better, we would appreciate it ifyou could take a few minutes and 
provide us with your evaluation of the Academy S s tax  facility and service. 

1. Please rate the support you received from the Academy staff: 

Expectations Expectation 

+ Logistical handling of course arrangements 

+ Preparation of course materials 

+ Preparation of handouts 1 2 3 4 5  

11 + Preparation of Certificates 

r Helpfulness and responsiveness of Academy Staff 1 2 3 4 5 6  

Comments and Suggestions (Please use back side of paper if necessary): 

2. Please rate the classroom facilities: 

Below Above 

Eruectations Exuectation 

li + Room was ready for each day of teaching 

11 . 
1 2 3 4 5 6  

Equipment was as I ordered and ready for teaching I.-------*{ Provided a comfortable training environment 

BA.R@!? Proprietary I December 2000 

r OtherPlease specify: 1 2 3 4 5 6  



Academy Evaluation 

3. If applicable, please rate the translator's abilities: 

Translator's Abilities 

11 r Explain concepts clearly and conciselv 1 1 1  2 3  4 5  6 1 1  

1 + Present correct terminoloev ( 1 1  2 3 4  5  6 1 1  

+ Encourage group discussion and involvement heard 

Comments and Suggestions (Please use back side of paper if necessary): 

4. If applicable, please rate coffee breaks, lunch service and Receptions: 

Below Above 

Expectations Expectation 

11 + Coffee breaks 1 1 1  2 3 4  5 6 1 1  

11 + Closing Celebration 1 1 1  2  3  4 5 6 1 1  

Comments and Suggestions (Please use back side of paper if necessary): 

r OtherPlease specify: 

5. Please rate your overall reaction to the Academy: 

1 2 3 4 5 6  

+ Facility 

+ Staff 

Overall reaction Below Above 

Expectations Expectation 

December 2000 

WT 

r Translator (if applicable) 1 2 3 4 5 6  

Comments and Suggestions (Please use back side of paper if necessary): 



Instructor: Robert Mc Donough 
Instruction Dates: December 11 - 13, 2000 

'4€&x&w 
Logistical handling ofcourse arrangements 
Preparation or course materials 
Preparation ofhandouts 
Preparation ofCc~lificales 
Helpfulness and responsiveness of academy Staff 

Classroom Faalztm . . . 
Room was ready for each day of teaching 

Equipment was as I ordered and ready for teaching 
Provided a comforlable training environment 
OtherIPlease specify: 

Translator's E v a l s w  

Explain tern~inology clearly and concisely 
Use precise tem~inology 
Encourage group discussion and involvement 

C o l k  b r e a k l u n c h  service and Rece~tioI& 
Coffce breaks 
Closing Celebration 
Othcr /Please specify: 

O v e r a l I B ~  
Facility 
Staff 

Translator (ifany) 

kezd 
6 = Above Expectations 
I = Below Expectations 


