


The Institute of Chartered Secretaries and Administrators of Nigeria (ICSAN) is a professional body
dedicated to excellence in Corporate Governance and Public Administration. It is an offshoot of
the International Professional Body with its headquarters in London and divisions and associations
in the Commonwealth Countries. The international body was founded in 1891 and received Royal
Charterin 1902. The Institute in Nigeria was established in 1944 as an Associate of the international
body. It was later incorporated under the Companies Act of 1968. It was granted a Charter by Act
No. 19 of 1991 (formerly Decree No. 19 of 1991).

The Institute of Chartered Secretaries and Administrators of Nigeria (ICSAN) is the leading
recognised professional body in Nigeria dedicated to enhancing the status and practice of
Corporate Governance and Public Administration. The ICSAN educational and professional
structure is dedicated to the task of broadening the professional horizons of tomorrow’s managers
by providing programmes on a wide range of subjects that lead to a qualification which is nationally
and internationally recognised. The Institute is a member of the Corporate Secretaries
International Association [CSIA], a Geneva registered global organization dedicated to developing
and growing the study and practice of Secretaryship to improve professional standard, the quality
of governance practice and to improve organizational performance. It is a “professional

qualification that results from professional education”.

Tricre are jous esseatic! Jiscipliiles it Lahe 1 ZEAN qualijiceticn. They eré.

> Corporate Governance and General Management.

> Law and Company Secretarial Practice;

> Financial Accounting and Management;

> Information Technology and Management Information System;

Graduates and members of the Institute are found in every sector of the economy and
administration as Company Secretaries, General Managers, Finance Managers, Chief Accountants,
Heads of Finance, Directors of Administration, Chairmen and Chief Executives of Public and Private

Companies, and in the Civil Service, Parastatals and the Armed Forces.
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The Institute s Olkyectives are:

° To develop and promote the professional ideals, standards, ethics and
code of conduct and the interests of the Chartered Secretaries and
Administrators.

° Encourage potential Chartered Secretaries and Administrators to
acquire professional qualification, and organise continuing education
programme and refresher courses for the profession.

° Create opportunities for social interaction, communication, and
solidarity among the members.

° Maintain an appointment register and foster excellent professional
practice.

o Establish a student’s section for the encouragement and development
of student activities.

Wivs is = Chicteved Socoetan: and Admirisliacos?

A Chartered Secretary and Administrator is a multi-skilled, and versatile
professional, hence he/she can fit into any part of an organisation where finance,
administration, secretaryship, data management and related jobs, are handled.

It should be noted that the law recognises the importance of the role of the
Company Secretary and made it mandatory for every public Company to have a
Company Secretary with requisite knowledge. Only the Chartered Secretary's
qualification, specifically addresses the requirements of this role.

The functions of the Chartered Secretary would vary from company to company,
establishment to establishment and from practice to practice. S/He has no
universal role specification. Among his/her most important attributes are
versatility, broad business knowledge and administrative ability in a great variety
of organisations.

Hzoros 0 Heseime e Cherhsred Toctsialy
1. Successfully Complete Our Qualifying Examinations

Once you have successfully completed the exams and paid your graduate fee you
will be given the grade Graduate and designated the title Grad ICSAN which you
can use after your name.

2. To become a full Member of ICSA and a Chartered Secretary you also need to
demonstrate a certain level of professional experience. Many students’ study
while they work and are able to gain their professional experience at the same
time as studying.

Student kegisiration

To register as a student and sit for the professional examinations of the Institute,
interested persons must possess a Higheg National Diploma (HND), Degree,



Certificate or a recognised professional qualification. Exemptions are granted

according to entry qualification(s).

ICSAN Professional Examinations

The course consists of 16 courses (subjects) separated into 4 programmes:

" Foundation

= Pre- Professional [Intermediate]

" Professional Programme Part 1 and;
= Professional Programme Part 2.

All the courses are integrated and progressive, so that knowledge gained at an

earlier stage is a necessary foundation for later parts.

Staindard

By way of Benchmark, the rigor of ICSAN examination scheme s structured as

follows:

Foundation - equivalent to second year of a three-year
degree programme

Pre - Professional - equivalent to a first degree

Professional Part 1 & 2 - equivalent to a Master's Degree.

The Federal Ministry of Education has held that holders of the ICSAN Professional
examinations with first degree or HND as entry qualification would be
rated/placed on two (2) advanced grade levels above the one being run by the

first-degree holders in the labour market.

The rigor of the examination scheme at the Professional Programme level is that
of a postgraduate award.

The 16 subjects of professional examination scheme are as follows:

Fouriaauon Pie - Prciessicrnias

Communication Skills Business Law

Economics Managing Information Systems
General Principles of Law Introduction to Accounting
Quantitative Techniques Management Principles and Practice

4/70



Proieesiona! Programar o Pzt ) Picfassion2) Picgramr-e Part i

Strategic and Operations Management Corporate Administration
Corporate Law Corporate Secretaryship

Financial Accounting Corporate Financial Management
Management Accounting Corporate Governance

SSCE, GCE O'levels, OND, NCE, Relevant degrees of any University or H.N.D of any
Polytechnic recognised by the Council. MSc, MBA, ACA, ACCA, ACMA or any other
professional qualification recognised by the Council.

Graduates with related degrees ie, B.Sc. Accounting, B.Sc. Business
Administration and B.Sc. Finance, LLB are exempted from all the courses in
Foundation, Pre - professional and Professional Part 1 programmes.

Non-related degrees are exempted from Foundation and Pre - professional,
Management Accounting and Strategic and Operations Management in
Professional Programme Part |.

Examinations for the Programme are held in the same week, twice a year:
. First Stream: - Usually the second (2") week of June
= Second Stream: - Usually the first (1) week of December

To enter for the examinations, students must register through their portals on or
before the closing dates.

>  The closing date for the First Stream is: 30" April.
»  The closing date for the Second Stream is: 315 October.
> come from a wide variety of backgrounds;

> have different levels of knowledge and experience in key areas of the
syllabus;

> use a variety of study techniques; and

»  are affected by a wide variety of personal circumstances and family
commitments.
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These are three-hour, closed-book exams.

The exam paper is split into two sections: Section A is compulsory, and candidates
choose 3 questions to complete from a choice of 5 in Section B. The marks
allocated for all questions that the candidate is required to complete totals 100.
The pass mark is 50%.

The marks awarded for each question are shown at the end of each question. If a
question is divided into parts; the marks awarded for each part are usually shown.
In this way, you should be able to discern how much time to allocate to each part
of a question.

SECTION | QUESTIONS MARK QUESTION RECOMMENDED
ALLOCATION TYPE TIME FRAME
A One Compulsory 40 marks - 4 marks Short-answer, 70 minutes
question divided testing
into 10 parts per question part
breadth of
knowledge
across the syllabus
B Candidates 20 marks per Long-answer, can 110 minutes -
choose 3 split approx.
question
questions from a into separate 35 minutes per
choice of 5 guestion
connected parts
Total 4 Questions 100 marks N/A 3  hours

Recommended Study texts

The Institute issues fully integrated and comprehensive study texts in printed form
for the Professional Programme. The study texts are written to the syllabus
specification and contain self-assessment tests.
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For further enquiries please contact.

The Institute’s Secretariat

Plot 6, Elephant Cement Way,

Beside Elephant Cement Building Alausa
P.O. Box 15702, keja, Lagos

Tel: 08145647215, 08143085365

Or the following addresses: -
Ibadan

ICSAN, Ibadan Office
Suite One, Genesis Building
Opposite YMCA, 21 Joyce B Road

Abuja

ICSAN, Abuja Office
Suite 10, Jinifa Plaza,
Plot 1014, Samuel Ademulegun Street,

Off Ring Road (By Mobil Junction)
Ibadan, Oyo State
Phone: 08028958562

Port - Harcourt Office

ICSAN, Port Harcourt Office

Manufacturers Association of Nigeria (MAN)
House, 26, Danjuma Drive, Trans Amadi,
Port- Harcourt Rivers State.
Phone:08065064731

Uyo Office

Mboho Mkparawa |bibio
International Secretariat,
Udo Udoma Avenue, Uyo
Akwa-lbom State.
Phone:08032384111

Umuahia

C/O Pastor G. C.Wokoma, ACIS
Goochukad Resource Services Limited
1, Qjike Street, Umuahia, Abia State.
Phone:08090651537

7170

Central Area, Abuja.
Phone: 08130201177

Enugu Office

ICSAN, Enugu Office
1% Floor, Right Wing, Rear Building
77 Ogui Road, Enugu, Enugu State
Phone: 08090659139

Benin Office

94, Akpakpava Road,
Benin City, Edo State
Phone: 08033564704

Kaduna

C/O Barrister Musa Muhammed, ACIS
N.K. 5 Junction Road,

Near Stadium Roundabout,

Kaduna

Phone:07036202700



The Professional examinations are made up of two interrelated and professional
programmes. These are:

1. Financial Accounting

A competency in Financial Accounting in a number of contexts is essential to a
Chartered Secretary. Expertise in the subject area is required to contribute to the
analysis and interpretation of corporate financial performance and results. The
Financial Accounting course aims to develop the skills and knowledge required
for Chartered Secretaries to carry out their professional responsibilities.

In professional practice, the Chartered Secretary has to be competent in Financial
Accounting to a high standard, and in a number of different contexts. Expertise is
demanded in the boardroom setting to contribute to the analysis and
interpretation of corporate financial performance and results. Corporate reporting
in compliance with legal and stakeholder requirements, including financial
statements, is a core responsibility of the Chartered Secretary. In public practice,
and in many organisations, the Chartered Secretary is also sometimes called upon
to fulfill the role of Corporate Accountant. The aim of the course is to develop the
knowledge and skills necessary for the Chartered Secretary to carry out these
professional responsibilities.

At the conclusion of this course, the candidate will be able to:

. Understand the language, concepts and use of financial accounts and
reports;

. Identify and utilise the sources of accounting data and information:;

. Understand and apply international standards of accounting practice;
. Prepare financial statements for different forms of organisation in

compliance with legal and regulatory requirements;

. Apply financial information and statements in corporate reporting;
. Undertake the corporate accounting role for employers and clients;
. Contribute to boardroom analysis of corporate financial performance.
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This course is a component of the ICSAN Professional Programme Part I. It is designed to enable

aspiring Chartered Secretaries to:

a) Demonstrate required standards of competence for professional practice in a key

discipline, and

b) Acquire essential knowledge and skills to support the relevant components of the

Professional Programme.

The course specification is based on the assumption of some relevant prior knowledge, and

candidates will find it helpful to have familiarised themselves particularly with:

An introduction to the principles of book-keeping and accountancy

> THE CONCEPTUAL AND REGULATORY FRAMEWORK FOR FINANCIAL REPORTING.

The need for regulation.

Sources of regulation-Accounting standards — Extant IAS and IFRS, company
law and rules of the relevant stock exchange.

Corporate governance and external audit process.

Social and environmental reporting.

The International Accounting Standard Board (IASB) Conceptual framework.
The underlying assumptions

Users and their information needs.

Objective of general-purpose financial statements.

Qualitative characteristics and usefulness of financial information.

The elements of financial statements.

AN NN NN

Recognition of assets, liabilities, income and expenses in the financial

statements.

{\

Accounting concepts and bases.

v Concepts of capital maintenance.

> PREPARATION OF FINANCIAL STATEMENTS FOR SINGLE COMPANIES.

General features of financial statements.

Structure and content of statement of financial position.
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Structure and content of statement of profit or loss and other comprehensive

income.

Statement of changes in equity.

Notes to the financial statements.

Statement of cash flows.

Accounting for transactions in financial statements.

SN N N N N U N NN

Events after the reporting period.

Accounting policies, changes in accounting estimates.
Revenue recognition including construction contracts
Nature measurement and recognition of inventory.
Tangible non-current assets.

Government grants.

Intangible assets.

Impairment of assets.

Accounting for provisions, contingent assets and contingent liabilities.

Treatment of taxation in financial statements; current and deferred

taxation.

Reporting substance of transactions.

v
v
v
v

The forms of creative accounting.
Related party transactions.
Revenue.

Leases.

Accounting for employee benefits

Shares based payments

> PREPARATION OF CONSOLIDATED FINANCIAL STATEMENTS INCLUDING ASSOCIATES
AND JOINT VENTURES.

Legal and regulatory framework for preparation and presentation of

consolidated financial statements.

Consolidated statement of financial position involving only one subsidiary

Consolidated statement of profit of loss and other comprehensive income

involving only one subsidiary

Investment in associates and joint ventures.

10/70

10



> FINANCIAL STATEMENT ANALYSIS AND EVALUATION.
Ll Limitations of financial statements
] Using ratios for companies Trend analysis, Comparison with industry average,

comparison for similar companies for the same period.

] Identify and calculate categories of financial ratios.
v Profitability ratios.
v Working capital and efficiency ratios.
v Liquidity ratios
v Debt ratios
4 Investor’s ratios.
m Segment reporting.
L] Analysis of statement of cash flows.
" Earnings per share.
. Limitations of interpretation techniques.
L] Accounting for Not For Profit entities
CSA Financial Accounting (6th Edition)
Frank Wood'’s & Sangster Business Accounting (10t Edition) Vol. 1 & 2
Robert O. Ighen Financial Accounting Made Simple (Book 2) ROI Publishers
Lagos
Ken Hoyle & Geoffrey Business Statistics & Accounting Made Simple
Onafowokan Oluyombo Financial Accounting With Ease
Philip Cahill Element of Accounting (McGraw Hill)
Ajileye J. O. Adetifa Get Your Financial Accounting Right Book 2, Hadley Lagos
Anao A. R. An Introduction to Financial Accounting

11
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Inanga E. I. Principles of Accounting, Heinemann

Dodge R. Foundation of Business Accounting - Chapman & Hill Press

Vickery B. G Principles & Practice of Bookkeeping & Accounting
Donnington Press

A.O. Akinduro Basic Accounting, (Spetin) Akure Nigeria

Akeju Financial Accounting Volumes | & I
JBA Ltd, Lagos

IASB International Financial Reporting Standard
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Strategic and Operations Management
Aim
The aim of the course is to develop knowledge and understanding of key principles and

practices in management, to equip the aspiring Chartered Secretary for both the

strategic and corporate contexts of the professional role.

At the conclusion of this course, the candidate will be able to:

Ll Understand and apply strategy theory, models and language to contribute to
boardroom decision making;

Ll Understand and apply organisation theory and best practice in contributing to
corporate management;

L] Understand and apply leadership theory and best practice in the functional role

and leadership of teams.

This course is a component of the ICSAN Professional Programme Part I. It is designed

to enable aspiring Chartered Secretaries to:

a) Demonstrate required standards of competence for professional practice in a
key discipline, and

b) Acquire essential knowledge and skills to underpin the relevant components of
the Professional Programme.

Evidence of assessed knowledge and understanding must be demonstrated through the

Institute’s examinations, or those of equivalent qualifications which have been

approved as meeting the Institute's required curriculum and standards.

The course specification is based on the assumption of some relevant prior learning in

management.
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THE NATURE OF STRATEGY AND PLANNING

Definition of strategy

Strategy as planning

The nature of strategic management
Emergent strategy

Strategic management in different contexts

v Small firms

v The Multinational Corporate Organisation
v The public sector

v The Professional Organisations

4 Other Not For Profit making organisation

THE CORPORATE ENVIRONMENT

Vision, Mission and Purpose

Corporate Social Responsibility and Sustainability

Business Ethics

Identifying and Conforming to Relevant

Stakeholders’ analysis, Expectation and Power

Measures for Assessing Organisational Performance and Effectiveness

Strategies for Managing Human Capital and Operations Performance

STRATEGIC ANALYSIS AND CHOICE

Strategic Analysis of Organisations

External and Internal Environment

SWOT (Strengths, weaknesses, opportunities & threats) of organisations
and how to determine them)

Strategic decisions in functional areas (Finance, Marketing, Production

and Personnel)
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UNDERSTANDING THE ORGANISATION CULTURE AND STRUCTURE

Defining Organisational Culture

Defining Organisational Structure

Determinants of Organisational Culture and Structure
Factors Influencing Organisation Structure & Culture
Culture & Organisational Management

Organisational Culture and National Culture

MANAGING CHANGE

The Nature of Change

Change Agents and Major Forces influencing Change
Strategies for Managing Organisational Change
Resistance to Change

Contemporary Change Issues

MANAGING COMMUNICATION

What is Communication?

Functions of Communication

Formal and informal Communication

The Communication Process

Directions of Organisational Communication
Barriers to Effective Communication

Contemporary Issues in Communication

OPERATIONS MANAGEMENT

Operations Planning:
Product and process design
Capacity Planning Strategies

Aggregate Planning Models
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MANAGING QUALITY

L] What is Quality?

Ll Objectives of quality control programmes
L] Strategies for controlling quality’

m Inspection

Ll Statistical Quality Control

. Process Control

MANAGING INFORMATION, KNOWLEDGE AND LEARNING

L] Managers and the use of Information

L] Types of Information System

. Information System Strategy

L] Strategies for Information Management
L] Knowledge Management and Learning
] Control

THE NATURE OF LEADERSHIP

L] Definition of Leadership

L] Theories of Leadership

L] Leadership and Followership
L] Leadership and Power

GETTING THE MOST FROM PEOPLE

. An Overview of Individual Behaviour

. What is motivation?

. Theories of motivation

L] Practical Application of Theories of Motivation
C Job Satisfaction and its determinants

BUILDING AND DEVELOPING TEAMS
L] Reasons why people join groups or team

L] Groups and their usefulness to the organization
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Types of teams at work

Stages of group development
Foundation of group behaviour
Group-group behaviour

Strategies for creating effective teams

Effective team work to organisation

MANAGING PERFORMANCE

Performance Management
Methods of Managing Employees’ performance
Issues with Performance Evaluation

Organizational Performance and Effectiveness

Lomash Sukul

Business Policy and Strategic Management

Burton G. Management Today: Principles and Practice

Hoisington Implementing Strategic Change

Bellon Competing Through Innovation — Essential
Strategic For Small and Medium Size Firm (2004)

Stacey, R.D. Strategic Management & Organisational
Dynamics

ltuwe, C.E. Strategic Management: Theory & Practice

Heerkens Project Management

Lewis Fundamentals of Project Management

ICSA Strategic and Operations Management

1717170
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Management Accounting
Aim
The Chartered Secretary practices within the setting of both strategic (boardroom) and

operations management. A command of the concepts and practices of management

accounting is crucial to fulfilling these responsibilities.

The aim of the course is to develop the knowledge and skills necessary for the Chartered
Secretary to employ the principles and practices of management accounting in strategic

and operational activities.

At the conclusion of this course, the candidate will be able to:

. Understand the language, concepts and applications of management
accounting;

. Undertake the preparation and presentation of management accounting

information for corporate decision-making purposes;

] Interpret management accounting information for strategic and operational
purposes;

. Handle budget planning and management responsibilities;

. Undertake the management accounting role for employers and clients.

This course is a component of the ICSAN Professional Programme Part I. It is designed
to enable aspiring Chartered Secretaries to (a) demonstrate required standards of
competence for professional practice in a key discipline, and (b) acquire essential
knowledge and skills to underpin the relevant components of the Professional

Programme.

Evidence of assessed knowledge and understanding must be demonstrated through the
Institute's examinations, or those of equivalent qualifications which have been

approved as meeting the Institute's required curriculum and standards.
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The course specification is based on the assumption of some relevant prior certificated
knowledge, and candidates will find it helpful to have familiarised themselves
particularly with:

An introduction to the principles of book-keeping and accountancy.

> THE NATURE OF MANAGEMENT ACCOUNTING

. The purpose of Management Accounting

. Comparison between Management Accounting and Financial
accounting

. The Management Accountant

> THE CONTEXT OF MANAGEMENT ACCOUNTING

L] Manufacturing and Extractive Industry

= Service Industries

L] Multinational Management Accounting

= Taxation — Taxes on Business Profits and Turnover

> INFORMATION FOR DECISION-MAKING, PLANNING AND CONTROL

L] Management Accounting Information for Decision-Making
L] Identifying the relevant Costs for Decision-Making

L] The Relevant Costs for Different Types of Decision

L] Management Accounting and the Planning Process

= Control and Appraisal

> THE NATURE OF COSTS

" The Definition of Costs

Ll The Impact of Different Time Horizons on Cost Definitions
. Short-Term Cost Behaviour

] Medium-Term Cost Behaviour

L] Long-Term Cost Behaviour

] Cost Classification
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Opportunity Cost Revisited

Postscript on Cost Definitions

INTRODUCTION TO COST-VOLUME-PROFIT (CVP) ANALYSIS

The Contribution Concept

Breakeven Point for Single Products

Breakeven Charts

Breakeven Point for Multiple-Product Businesses

Breakeven Calculations in Service Industries

The Preconditions, Assumptions and Limitations of CVP Analysis
Using CVP Analysis for Profit Planning

Contribution in Retail Organizations

COST-VOLUME-PROFIT (CVP) ANALYSIS APPLICATIONS AND SENSITIVITY
ANALYSIS

Using CVP Analysis to Assist Managers to make Pricing Decisions
Using CVP Analysis to Assist Managers to make Short-Term Output
Decisions

Decisions to Accept or Reject a Special Order

Make or Buy and Outsourcing Decisions

Sensitivity Analysis

OTHER SHORT-TERM PLANNING AND DECISION-MAKING TECHNIQUES

Optimizing the use of Scarce Resources

Differential Cos
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