






An Introduction to the  
Diploma in Fund 
Administration
The funds industry has grown extensively over the last decade 
but has experienced significant turbulence and change in recent 
months. The ability of fund professionals to adapt to current 
circumstances will, to a degree, determine the success of the 
funds. 

Industry change creates opportunities, but it also increases 
demands. The role of international fund administrators is 
challenging. They must ensure that the fund is being run in 
accordance with its published objectives and that its back-office 
operations are managed efficiently and effectively for the benefit 
of the investors. This function is becoming increasingly specialised 
and requires professional skills across a range of disciplines, 
including legal, accounting, management and investment.

The Diploma in Fund Administration covers all of the major 
aspects of the fund industry, and in particular, the organisation and 
operations of hedge funds. It is designed to provide administrators 
with the knowledge and professional skills required to undertake 
the daily operations of a fund in a consistent, productive and 
competent manner. 

Designed for fund practitioners, 
the Diploma provides detailed 
knowledge and practical skills. 
It is a certificated, professional 
education programme. Awarded 
in association with the University 
of Manchester Business School, 
the Diploma is a benchmark 
qualification demonstrating 
excellence.

The Diploma is suitable for those fund practitioners who are 
relatively new to the industry as well as those who already  
have some practical experience and want to improve their 
knowledge. Individuals who complete the Diploma will gain a 
practical insight into the funds industry and be able to fulfil their 
responsibilities with confidence. By drawing upon international 
best practice, the Diploma helps prepare fund practitioners to 
adapt and change to meet the challenges of a constantly evolving 
external environment.

Key Features
	A degree level, certificated programme resulting in a 

recognised practical qualification
	Awarded in association with the University of Manchester 	

Business School
	Comprehensive, detailed, two volume course manual
	Course materials written by experienced industry 

practitioners
	Extensive support and resource material
	Variety of study options

Key Benefits
	Improved knowledge
	Better developed skills
	Reduced reputational and financial risk for firms
	Enhanced workplace performance
	Potential for career progression
	CPD/CPE hours for professional bodies 
	Supported by The Bahamas Institute of Financial Services 		
	 (BIFS)

Who will Benefit from the 
Diploma?
This course is of interest to all local and international fund 
practitioners, including those who are relatively new to funds 
and wish to learn more, as well as more experienced members 
of the fund community who would like to expand their core 
understanding of different facets of the industry and develop a 
broader expertise. 

Whilst the course is designed primarily for the fund administrator, 
it will also be of interest to legal advisers, directors of funds, 
accountants and other professionals in the international fund 
industry.

Admission Requirements
The Diploma in Fund Administration has a practical focus and is 
designed for individuals who have:

	A sound educational background, or
	Relevant work experience and
	Ability to complete the reading and written aspects of the 

course in English

If you would like to discuss the Diploma and how it might 
fit with your current role and career aspirations contact  
CLTInternational@centlaw.com

Unit 1:   
What is a Hedge Fund?

This unit:

	 introduces collective investment concepts and defines basic 
nomenclature 

	 reviews the hedge fund industry and places the modern hedge fund in 
an evolutionary and historical context

	 explains what hedge funds are and concisely describes their typical 
characteristics

	 considers the future prospects for the hedge fund industry 

Unit 2:   
The Regulatory Landscape

This unit covers:

	 a discussion of the principles that underpin regulation
	 the regulatory environment onshore, with an analysis of US and 

European regulations
	 the softer regulatory environment, with an analysis of sample OFC 

regulation
	 types of real-world investors and how they buy into a hedge fund

Unit 3:  
The Launch of a Hedge Fund

This unit:

	 describes the launch of a hedge fund and explains the roles of the 
parties involved

	 considers preliminary issues: what sort of vehicle? Established in which 
jurisdiction?

	 analyses some of the tax implications from an investor’s perspective
	 provides an overview of the legal structures of US domiciled and non-

US domiciled hedge funds

Unit 4:  
The Investment Company

This unit:

	 reviews the historical origins and critical features of a corporate entity
	 establishes the essential requirements of a collective investment vehicle 

and analyses whether and to what extent these are provided by a 
corporate structure

	 introduces the three sources of law governing a collective investment 
company: companies legislation of the state of incorporation, the 
articles of association and the applicable collective investment fund 
regulations

Unit 5:   
The Constitution of an Investment Company

This unit:

	 outlines the constitution of a typical homogenous investment company 
incorporated offshore

	 illustrates how the constitutive documents determine internal 
corporate administrative practices and procedures

	 reviews line-by-line the articles of association of an investment 
company

	 reviews line-by-line the memorandum of an investment company

Syllabus
The Diploma in Fund Administration is a comprehensive educational programme that covers all of the major aspects of the fund 
industry and particularly hedge funds. It examines the functions performed, and the duties owed, by the key players and the importance 
of developing networks. With course materials that are regularly updated, the Diploma focuses on current major issues that impact 
upon the funds industry.

By the end of the Diploma programme, you will have a clear understanding of the 
roles and responsibilities of the fund practitioner. Knowledge gained can be used to 
measure practices and tailor them to meet future challenges. 
	 VOLUME 1
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Unit 11:   
Typical Terms of an Offering Document

This unit:

	 reviews the typical content of an offering document 
	 illustrates how disclosure requirements are complied with
	 reviews line-by-line an offering document and explains critical terms
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Unit 1:   
The Investment Manager

This unit:

	 introduces the basic features of investment management and defines 
relevant nomenclature

	 identifies who the investment manager is likely to be and examines 
typical licensing requirements

	 illustrates how an investment manager of a collective investment fund 
is appointed

	 analyses the duties owed by the investment manager, in particular
	 - the fiduciary duty
	 - the duty of care
	 - contractual duties

Unit 2:   
The Discretionary Investment Management Agreement

This unit:

	 discusses the format and typical content of a discretionary investment 
management agreement between an investment fund vehicle and its 
investment manager

	 reviews the contractual duties and rights of the investment manager
	 navigates through the agreement and construes some of the typical 

provisions

Unit 3:  
Prime Brokerage

This unit:

	 introduces the prime broker, prime brokerage firms and the services 
they offer

	 establishes how a prime broker is appointed
	 analyses the role of the prime broker
	 explores the relationship between a hedge fund and its prime broker

Unit 4:  
The Prime Brokerage Agreement and other Documentation

This unit:

	 explores the contractual relationship between the hedge fund and the 
prime broker

	 reviews the terms of a typical prime brokerage agreement and other 
contractual documentation

Unit 5:   
The Fund Administrator

This unit:

	 introduces the fund administrator
	 reviews how a fund administrator is chosen and by whom
	 analyses the legal relationship between the investment fund and its 

administrator
	 explores a typical Fund Administration Agreement and construes some 

of its critical terms
	 introduces fund accounting, reconciliations and the NAV calculation

Unit 6:   
Bookkeeping and Fund Accounting

This unit:

	 considers what information the fund administrator is required to 
record

	 explains the fundamental accounting equation
	 explains double entry bookkeeping
	 illustrates the importance of the general ledger
	 explains the importance of accounting concepts and conventions
	 illustrates the accounting treatment of different types of securities 

Syllabus
The Diploma in Fund Administration is a comprehensive educational programme that covers all of the major aspects of the fund 
industry and particularly hedge funds. It examines the functions performed, and the duties owed, by the key players and the importance 
of developing networks. With course materials that are regularly updated, the Diploma focuses on current major issues that impact 
upon the funds industry.

By the end of the Diploma programme, you will have a clear understanding of the 
roles and responsibilities of the fund practitioner. Knowledge gained can be used to 
measure practices and tailor them to meet future challenges. 
	 VOLUME 1

Unit 6:   
Unit Trusts

This unit:

	 defines a trust and explains why a trust is an ideal vessel for collective 
investment

	 reviews the historical evolution of the unit trust
	 analyses the validity of a modern unit trust by reference to traditional 

equitable principles
	 explores the equitable and other rights of unit holders created by a 

unit trust

Unit 7:   
Typical Terms of a Unit Trust Instrument

This unit:

	 reviews line-by-line the express provisions of a typical trust instrument
	 explores the typical rights conferred upon unit holders and the 

corresponding duties owed by the various service providers
	 explains the meaning of the critical express provisions and analyses 

their purpose and effect

Unit 8:   
Limited Partnerships

This unit:

	 reviews the historical evolution of the limited partnership
	 defines a limited partnership and explains why it is a suitable vehicle for 

collective investment
	 explains the registration procedure
	 explores the powers, duties and liabilities of the general partner
	 explores the rights, duties and liabilities of the limited partners

Unit 9:   
The Limited Partnership Agreement

This unit:

	 describes private equity and compares a private equity fund with a 
typical hedge fund

	 reviews the format and content of a typical limited partnership 
agreement

	 discusses in detail some of the important provisions of a typical limited 
partnership agreement

Unit 10:   
Disclosure Requirements

This unit:

	 introduces the offering document and traces its historical origins
	 reviews the prescribed content of an offering document to comply 

with disclosure requirements in the US and UK
	 reviews the disclosure requirements imposed by common law 

principles and explores remedies for breach 
	 reviews the disclosure requirements imposed by typical offshore 

regulation
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Disclosure Requirements

This unit:
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	 reviews the prescribed content of an offering document to comply 

with disclosure requirements in the US and UK
	 reviews the disclosure requirements imposed by common law 

principles and explores remedies for breach 
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Unit 7:   
Net Asset Value (NAV) Calculation

This unit:

	 shows the importance of correctly calculating a fund’s net asset value
	 considers the role played by the administrator and third-party service 

providers
	 reviews the stages in the NAV calculation process
	 highlights the importance of the administrator’s independence
	 describes the different ways of pricing an investment portfolio
	 reviews reconciliations and control procedures
	 explains the type and nature of fund expenses
	 describes how the payment of performance fees can become 

inequitable and the mechanisms used to correct the problem
	 reviews corporate actions and their effect on the NAV calculation

Unit 8:   
Investment Strategies 

This unit:

	 reviews classifications of funds according to investment strategy
	 explains and illustrates the different types of investment strategies 

adopted by fund managers

Unit 9:   
Group Structures for Funds and Side Pockets

This unit:

	 introduces some of the issues faced by investment funds that invite 
subscriptions from investors located in different legal, regulatory, 
currency and tax regimes

	 reviews how such problems are solved by special group fund structures
	 describes typical group structures, namely
	 - mirror structures
	 - master-feeder funds
	 - umbrella funds
	 outlines the prejudice caused to remaining investors by redemptions 

when a fund is suffering from liquidity problems
	 describes how side pockets can alleviate the ‘last man standing 

scenario’ and explain the effect they have upon administration

Unit 10: 
The EU Savings Tax Directive

This unit:

	 explores the origins of the Savings Tax Directive (STD)
	 considers the impact of the STD
	 analyses the jurisdictional application of the STD
	 analyses the interpretation of the STD
	 reviews the consequences of the STD for the funds industry

Unit 11: 
Undertakings for Collective Investments in Transferable 
Securities (UCITS 3)

This unit covers:

	 an overview of the UCITS Directives - regulation of funds sold across 
the EEA 

	 consideration of the UCITS rules 
	 compliance with UCITS 
	 the management of UCITS funds 
	 administrative and accounting procedures in relation to UCITS funds
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