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Tax Aspects of Buying and Selling 
Companies
Course level Developmental

Delegates This course will be of benefit to those involved in private 
company sales or acquisitions that need an understanding of 
the key tax issues arising on such transactions and also the tax 
documentation.   

Course content
This practical course aims to give delegates an overview of the 
key tax points involved in the buying and selling of a company, 
including how such transactions are structured. The detail of the 
course will cover the tax position from both the point of view 
of the vendor and the purchaser.

Topics covered on this course will include
•	 The vendor’s tax position
•	 Assets v shares
•	 Taper relief and the substantial shareholder exemption
•	 Paper for paper exchanges
•	 Earn-outs
•	 Drafting loan notes
•	 Employment related securities
•	 Drafting and negotiating tax warranties and indemnities
•	 The purchaser’s position

Cost
£220 + VAT including refreshments and materials (Members)
(£275 + VAT for non Members)

Location and dates 
London	 23 Apr 2009	 25 Jun 2009	 29 Oct 2009

Time
2.00pm - 5.15pm (½day)

Due Diligence - The Key to Successful 
Mergers and Acqisitions
Course level Intermediate 
 
Delegates This course will be of benefit to professionals in private 
practice or industry and senior managers wishing to increase their 
understanding of the issues involved.  

Course content
Due Diligence (the process by which the assets and liabilities of a 
corporation are investigated) is crucial to the successful outcome 
of mergers and acquisitions.  This course will provide an overview 
of the processes involved, and will also include a case study in 
which delegates will assume the roles of parties involved in a 
mergers and acquisition transaction.

Topics covered on this course will include
•	 Due Diligence - English law implications and remedies 
•	 Outline of the process
•	 Personnel, planning and rules of engagement 
•	 Project management and data management 
•	 Acquiring and disclosing data 
•	 Areas of legal Due Diligence and analysis
•	 Risk and insurance Due Diligence 
•	 Presenting data and using data

Cost
£395 + VAT including lunch, refreshments and materials (Members)
(£495 + VAT for non Members)

Location and dates
London	 30 Jun 2009	 20 Oct 2009

Time
9.30am - 5.00pm (1 day)

Shareholder Disputes and Litigation
Course level Introductory

Delegates This course will be of benefit to those who are involved 
in advising directors and investors on shareholder disputes and 
shareholder litigation.  

Course content
This course outlines the options available to shareholders when 
they are unhappy with the way a company is being run. The 
course is not a procedural overview of the litigation process but 
deals with practical and commercial issues relating to shareholder 
minorities including how they can bring an action against the 
company or the directors either under case law or statute.

Topics covered on this course will include
•	 Potential grounds for litigation under the Companies Act 

2006 including the new Derivative Action 
•	 Common law rights of action 
•	 The impact of shareholder agreements and minority 

shareholder litigation 
•	 The role of the Companies Act 2006 in such litigation 
•	 Practical steps in attacking/defending unfair prejudice 

petitions 
•	 Model offers of settlement 
•	 Protecting the majority and valuation issues in minority 

shareholder litigation 

Cost
£120 + VAT including refreshments and materials (Members) 
(£240 + VAT for non Members)

Locations and dates
Birmingham	 07 Jul 2009 
Leeds	 21 Oct 2009
London	 23 Jun 2009	 29 Sep 2009 	 01 Dec 2009
Manchester	 28 Apr 2009	 01 Jul 2009	 17 Nov 2009

Time
2.00pm - 5.15pm (½day)

��

Essential Survival Guide for Directors  
Course level Introductory

Delegates This course will be of benefit to those who are themselves 
directors or involved in advising directors and companies. 

Course content
This course will deal with the issues in a commercial and 
practical manner with detailed reference to relevant statutory 
provisions and up-to-date case law. Delegates will gain the 
knowledge and skills necessary to provide confident advice and 
assistance including in relation to the new provisions affecting 
directors under the Companies Act 2006.

Topics covered on this course will include
•	 Different types of directors - what do the names mean? 
•	 Role of a director
•	 Who can be a company director?
•	 Directors’ duties - where are they set out, what do they 

mean and when do they apply?
•	 Liability of Directors and their advisers 
•	 What is meant by owing a duty of care in the context 

of employment, health and safety and the Corporate 
Manslaughter legislation?

•	 Holding effective board meetings and avoiding shareholder 
disputes 

Cost 
£120 + VAT including refreshments and materials (Members)
(£240 + VAT for non Members)

Locations and dates
Birmingham	 07 Jul 2009 
Leeds	 21 Oct 2009
London	 23 Jun 2009	 29 Sep 2009 	 01 Dec 2009
Manchester	 28 Apr 2009	 01 Jul 2009	 17 Nov 2009

Time
9.30am - 12.45pm (½day)
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Time Management for Professionals
Course level Intermediate

Delegates This course will be of benefit to practitioners wishing to 
improve their time management skills.

Course content
Managing time efficiently could not only improve your productivity 
but will also help you to achieve a less stressful and more enjoyable 
way of operating both within the firm and outside it. This practical 
and interactive workshop will demonstrate how to improve the 
way you manage yourself, your colleagues and your environment to 
achieve efficiency and effectiveness.

Learning Objectives 
At the end of this course delegates should be able to:
•	 Make better decisions about how to use their time
•	 Use available technology to improve time management skills
•	 Learn to prioritise daily and weekly tasks
•	 Take conscious control of decision making
•	 Cut out or reduce time wasting activities
•	 Understand the need to make a commitment to change
•	 Understand the benefit of having a work/life balance

Cost 
£392 + VAT including lunch, refreshments and materials (Members) 
(£490 + VAT for non Members)

Locations and dates 
Birmingham	 19 May 2009	 14 Oct 2009 
Bristol	 21 Apr 2009 
Hull	 14 Jul 2009 
Leeds	 04 Jun 2009	 10 Dec 2009 
London	 07 Apr 2009	 16 Jun 2009	 30 Jul 2009 
	 10 Sep 2009	 20 Oct 2009	 29 Oct 2009   
	 27 Nov 2009	 18 Dec 2009 
Manchester	 20 Jul 2009	 04 Nov 2009   
Newcastle	 23 Jun 2009

Time
9.30am - 5.00pm (1 day)
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Negotiating Skills - An Introduction
Course level Introductory

Delegates This course will be of benefit to all professionals with little or 
no negotiation experience or those looking for a refresher.

Overview
Everything is negotiable and every negotiation is unique. Learning 
the basic process of negotiation and the theory behind it will 
provide a strong foundation from which to develop your skills 
as a negotiator. The more you develop your skills, the better 
your results will be and the more successful your negotiations. 
This highly interactive course examines the essential aspects of 
negotiation - process, theory and behaviour - primarily through 
participation in negotiation exercises.

Learning Objectives 
At the end of this course delegates should be able to:
•	 Understand the fundamentals of negotiation 
•	 Negotiate more comfortably in a one-to-one negotiation
•	 Understand the negotiation process and leverage it to achieve 

their desired negotiation outcomes 
•	 Develop effective interpersonal and communication skills to 

support your negotiation techniques
•	 Understand negotiation  theories and recognise the patterns 

that accompany them 
•	 Plan and participate in team negotiations
•	 Recognise difficult negotiators and have strategies for dealing 

with them effectively
Cost 
£392 + VAT including lunch, refreshments and materials (Members) 
(£490 + VAT for non Members)

Locations and dates 
Birmingham 	 13 Oct 2009	 18 Nov 2009  
Bristol 	 22 Apr 2009 
Hull 	 15 Jul 2009	 22 Oct 2009 
Leeds 	 28 Apr 2009	 29 Oct 2009 
London 	 13 May 2009	 09 Jun 2009	 08 Jul 2009	  
	 11 Aug 2009	 08 Sep 2009	 24 Sep 2009	 
	 22 Oct 2009	 10 Dec 2009 
Manchester 	 17 Jun 2009	 07 Sep 2009	 06 Oct 2009	 
	 11 Dec 2009

Time
9.30am - 5.00pm (1 day)

Writing Skills for Professionals
Course level Intermediate

Delegates This course will be of benefit to all professionals.

Course content
Writing is an essential communication skill and professionals 
in every walk of life will be assessed on their ability to convey 
information clearly in written form. This course will take delegates 
through some of the important skills needed to be an effective 
written communicator. Through a series of practical exercises and 
useful tips, the course will instill confidence and improve ability.

Learning outcomes include obtaining a greater understanding of
•	 Understanding the basics - grammar and syntax
•	 Structure and organisation of text
•	 Drafting technical documents
•	 Writing techniques - ‘The Inverted Pyramid’
•	 Writing a feature story/article
•	 Writing for a website

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Locations and dates
Birmingham	 07 May 2009	 11 Nov 2009
Hull	 26 Nov 2009
Leeds	 17 Dec 2009
London	 11 Aug 2009	 10 Dec 2009
Manchester	 08 Apr 2009

Time
9.30am - 5.00pm (1 day)

Practical Networking
Course level Developmental

Delegates This practical course will provide you with the skills to build 
your confidence and enable you to network effectively. 

It is invaluable for anyone whose role involves meeting other people.  

Course content 
To develop your career, qualifications and intelligence are 
not enough to get you there. Building a reputation from the 
earliest stages in your career through networking will provide 
you with a profile and resources for future use. You can never 
know too many people, every time you meet someone new, 
the number of people they know multiplies your access to 
potentially valuable new people. Better contacts gives you access 
to new opportunities and clients. The course will take you 
through some of the steps and activities to help you to become 
a consummate networker, and make a real difference to your 
personal reputation and your business.

Learning Objectives 
At the end of this course delegates should be able to:
•	 Develop a networking style 
•	 Enter a room full of strangers
•	 Create that powerful ‘ first impression’
•	 Learn to remember people’s names
•	 Master the art of conversation when it comes to a natural end
•	 Know how to ‘work’ a room
•	 Appear really interested in others 
•	 Be cross-culturally aware

Cost
£392 + VAT including lunch, refreshments and materials (Members) 
(£490 + VAT for non Members)

Locations and dates
London	 06 Oct 2009
Manchester	 14 May 2009	 10 Nov 2009

Time
9.30am - 5.00pm (1 day)
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Assertiveness for Professionals
Course level Intermediate

Delegates This course will be of benefit to those who regularly deal with 
people and don’t always get it right but want to.  

Course content
This course is about handling tricky situations in a way that is fair 
and acceptable for all those involved. Becoming more assertive can 
be of immense benefit to everyone. Being more assertive can make 
you feel more confident, enhance your self-esteem, reduce the 
impact of stressful situations and help you to be more successful 
both personally and professionally.

Learning Objectives 
At the end of this course delegates should be able to:
•	 Identify the difference between passive aggressive and assertive 

behaviour
•	 Understand nine different assertiveness techniques and know 

when to apply them 
•	 Know how to improve their listening skills, build rapport and 

trust 
•	 Say no without feeling ‘guilty’
•	 Give and receive feedback 
•	 Handle aggression from others more effectively and confidently 

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Locations and dates
Birmingham	 17 Nov 2009
Bristol	 24 Apr 2009
Leeds	 24 Sep 2009
London	 06 May 2009	 26 Jun 2009	 25 Aug 2009	 
	 03 Sep 2009	 30 Oct 2009
Manchester	 26 Oct 2009	 17 Dec 2009

Time
9.30am - 5.00pm (1 day)

Communication Skills - Workshop
Course level Intermediate

Delegates This course will be of benefit to all professionals and 
managers.

Course content
Every professional who wants to succeed needs to master the art 
of communication. Successful businesses are organisations where 
people actually talk to each other! This exciting course builds on 
and develops those skills already acquired through existing practice.  
The course is designed to help you to succeed in achieving your 
objectives and to enable you to secure co-operation from your 
staff, colleagues and clients. Enhanced communication skills open 
doors to more effective working. 

Learning Objectives 
At the end of this course delegates should be able to:
•	 Use communication and psychology to their advantage 
•	 Assess communication styles 
•	 Overcome barriers to communication 
•	 Unlock their potential 
•	 Learn what NLP is and how to use it 
•	 Uncover the basics of conversation and how to influence 

others 
•	 Create an action plan for successful communication

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Locations and dates
Leeds 	 09 Sep 2009
London	 07 May 2009  	 25 Sep 2009  	 01 Dec 2009
Manchester  	 06 Nov 2009

Time
9.30am - 5.00pm (1 day)

Stress Management - Introduction
Course level Introductory

Delegates This course will be of benefit to all professionals needing the 
skills for managing stress.

Course content
Stress can adversely affect all professionals. It can take its toll over 
career, personal relationships and above all, health. Dealing with 
stress positively calls upon the individual to balance the three 
elements of demands, constraints and support. At its core, stress 
management involves individual choices.

This one-day practical and interactive course will introduce 
delegates to the vital resources they need to deal with stress at 
work and home.

Learning objectives
•	 Theory of stress
•	 Identification of personal stressors
•	 Sign and effects of stress
•	 Developing stress reducing techniques and strategies
•	 Designing a stress management life policy

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Locations and dates
Birmingham	 28 Oct 2009
Bristol	 04 Sep 2009
Leeds	 08 May 2009
London	 04 Jun 2009	 05 Aug 2009	 29 Sep 2009
Manchester	 28 Jul 2009

Time
9.30am - 5.00pm (1 day)

Positive under Pressure - Further 
Approaches to Stress Management
Course level Intermediate

Delegates This course will be of benefit to all professionals needing to 
develop their skills for managing the pressure and stress of a busy lifestyle.

You must have attended ‘Stress Management - Introduction’ prior to 
attending this course.

Course content
Stress is usually regarded negatively.  However, we all need a degree 
of stress to function well.  There are people who thrive on pressure 
and for some too much pressure is draining and exhausting.  
Whichever your view of stress, this exciting new course turns 
the image of stress management on its head to look at how you 
can harness pressure and make it work positively for you.  Learn 
how making some changes can bring the reward of a return to a 
successful and enjoyable lifestyle.

This one-day course is practical and interactive and re-introduces 
delegates to the vital resources we all possess in order to deal with 
the pressure of a demanding lifestyle.

Learning Objectives 
At the end of this course delegates should be able to:
•	 Understand the human response to stress
•	 Be aware of their personal reactions to pressure 
•	 Make steps towards change
•	 Change their thinking and imagery 
•	 Learn how to change their behaviour around stress
•	 Develop further strategies and techniques for managing stress

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Location and date 
London		  05 Nov 2009

Time
9.30am - 5.00pm (1 day)
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Understanding Personality  
- The Key to Professional Success
Course level Introductory

Course content 
This course will be of benefit to those who want to manage 
people more effectively whether they are at the beginning of their 
career or further along the route. 
 
Our personality affects almost everything we do. This innovative, 
challenging and thought-provoking course introduces you to your 
personality type.  It helps you understand why you do the things 
you do; what motivates you and where your natural strengths lie.  
It then makes it easier to understand others and so manage them 
more confidently and effectively.
Learning Objectives 
At the end of this course delegates should be able to:
•	 Understand their own behaviour, motivations and interests
•	 Communicate more effectively and accurately
•	 Improve the quality of relationships and interactions
•	 Have a better understanding of other people’s behaviour
•	 Manage people more effectively

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Locations and dates 
Birmingham	 29 Oct 2009
Bristol	 03 Sep 2009
Leeds	 28 May 2009
London	 03 Jun 2009	 06 Aug 2009	 01 Oct 2009   
Manchester	 15 Sep 2009

Time
9.30am - 5.00pm (1 day)

How To Conduct Effective & Efficient 
Meetings
Course level Introductory/Intermediate 
 
Delegates This course will benefit to team leaders or managers of 
teams of any size.  
 
Course content
Meetings today are a way of business life so lets make them 
intentional and effective. If you feel you are being propelled to 
chair or take minutes of a meeting and have never done this 
before and/or your meetings are getting stale then this course is 
for you.  
It provides insights into why hold a meeting in the first place. It 
outlines a step by step approach to an effective meeting process as 
well as including key communication skills for effective meetings. 

Topics covered on this course will include
•	 What are meetings?
•	 Efficient meeting process
•	 Key communications skills for effective meetings
See www.bpp.com/pd for full course outline

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members) 

Location and dates
London	 09 Jul 2009	 26 Nov 2009 

Time
9.30am - 5.00pm (1 day)

How to Become an Effective Team 
Leader
Course level Introductory/Intermediate

Delegates This course will be of benefit to team leaders or new 
managers of teams of any size.

Course content 
Starting to manage or lead a team from scratch can be very 
daunting. This course provides delegates with the vital practical 
tools and techniques in managing and developing themselves and 
their teams to ensure that their professional and business goals 
are achieved. This will enable delegates to be effective from day 
one.

Learning objectives
•	 What is the role of leader, manager and supervisor, and the 

difference between them?
•	 How to build a team 
•	 Managing the team performance
•	 Efficient delegation skills
•	 How to conduct effective appraisals including role plays
•	 Communication and active listening skills, especially how to 

give and receive constructive feedback
•	 Learning log and management development action plan

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Locations and dates
London	 28 Apr 2009	 08 Jun 2009	 10 Aug 2009   
	 09 Dec 2009
Manchester	 28 Sep 2009	 07 Dec 2009

Time
9.30am - 5.00pm (1 day)

Leadership Skills
Course level Intermediate

Course content  
This course will be of benefit to experienced managers or senior 
staff wanting to ‘upgrade’ their skills; those on the threshold of a 
career in management; team leaders and professionals wanting to 
extend their portfolio of skills. 

This course is designed to help delegates become more 
confident, competent and successful leaders of people. The aim 
of this course is to help you improve your own abilities as a 
leader. Leadership doesn’t have to be about your position; it is 
about an attitude. It was once said that leaders are born. Wrong! 
Leadership skills can be learned by anyone if leadership matters 
to you.

Learning Objectives 
At the end of this course delegates should be able to:
•	 Differentiate a leader from a manager
•	 Understand where leadership fits into today’s organisations 
•	 Recognise and apply different leadership styles    
•	 Understand their leadership styles and learn how to enhance 

them
•	 Differentiate leaders and entrepreneurs
•	 Empower and develop team members
•	 Create a motivating climate in the workplace through 

effective leadership behaviour
•	 Climb the ‘ladders to success’
Cost
£697 + VAT including lunch, refreshments and materials (Members)
(£980 + VAT for non Members)
Locations and dates
Birmingham	 21 May 2009
Leeds	 14 Oct 2009
London	 08 Apr 2009	 28 May 2009	 16 Sep 2009  	
	 08 Oct 2009	 12 Nov 2009
Manchester	 06 Apr 2009
Time
9.30am - 5.00pm (2 days)

6 6
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Coaching Skills
Course level Developmental

Delegates This course will be of benefit to all professionals, managers and 
leaders. Delegates will benefit more by identifying one or more areas they 
would like to address by coaching.

Course content 
Are you already at the top of your game, but want to raise the bar?  
Are you a high performer looking for the professional competitive 
edge, by enhancing leadership, presentation or business development 
skills? Do you seek more satisfaction, fulfillment or work-life balance? 
Or perhaps you feel that you or your team need a catalyst to unleash 
potential. Coaching is a highly powerful method for developing 
professional and personal excellence and is heralded as the way to 
create and evolve the corporate organisations of the future. Evidence 
shows that coaching improves profitability, performance and the 
working environment. The fact that you are reading this suggests that 
you are looking to develop and achieve success. This very practical 
interactive course, facilitated by highly qualified professionals, will give 
you the knowledge, skills and strategies to coach yourself and others.
 
Learning Objectives 
At the end of this course delegates should be able to:
•	 Conduct a one-to-one coaching session
•	 Have a set of skills and tools to enable them to coach others
•	 Perform better professionally and personally
•	 Learn effective strategies for success
•	 Address one or more professional or personal issues to improve 

performance
•	 Understand the concept of coaching and distinguish it from 

consulting, training and other disciplines
•	 Set compelling goals to achieve the outcomes they want
•	 Experience increased confidence and awareness
•	 Develop their potential and be more fulfilled professionally and 

personally

Cost
£392 + VAT including lunch, refreshments and materials (Members) 
(£490 + VAT for non Members)

Locations and dates
London	 26 Nov 2009
Manchester	 19 Jun 2009

Time
9.30am - 5.00pm (1 day)

Managing and Motivating People
Course level Intermediate

Course content  
This course will be of benefit to professionals with staff 
responsibilities or those about to undertake them. 
 
Most major investments in a business are carefully monitored 
and nurtured to ensure that they deliver an appropriate return. 
Often this is not the case with the most valuable investment 
a firm can make - its people. This practical seminar will 
demonstrate a range of methods and tactics to enable you to 
improve your people management skills, in order to increase 
the return on investment your staff deliver, whilst generating a 
happy ‘self-starting’ environment.

Learning Objectives 
At the end of this course delegates should be able to: 
•	 Motivate themselves
•	 Motivate professionals and support staff
•	 Recognise their strengths and weaknesses to hone their 

people management skills 
•	 More effectively appraise professionals 
•	 Understand the value of coaching
•	 Delegate effectively

Cost
£392 + VAT including lunch, refreshments and materials (Members) 
(£490 + VAT for non Members)

Locations and dates
Birmingham 	 20 Nov 2009
London	 08 May 2009	 01 Sep 2009	 23 Oct 2009   
	 17 Dec 2009
Leeds	 04 Aug 2009  	15 Dec 2009
Manchester	 30 Oct 2009

Time
9.30am - 5.00pm (1 day)
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Successful Teams
Course level Developmental

Course content  
This course will be of benefit to team leaders, and managers of 
teams of any size.

Teams work together to achieve a common goal. However, the 
individuals within that team do not always work together well 
and often have differing agendas. Managing a team of individuals 
is a specialised task. This course gives managers information and 
practical tips to make leading a team less troublesome and more 
effective.

Learning Objectives 
At the end of this course delegates should be able to:
•	 Understand their team’s dynamics
•	 Harness a team’s power
•	 Handle problems more confidently and effectively
•	 Grow self-managing teams
•	 Encourage inter-team working

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)
Locations and dates 
London	 15 Jun 2009	 14 Aug 2009	 14 Dec 2009
Time
9.30am - 5.00pm (1 day)

High Performance Sales
Course level Introductory
Overview
The market has changed and selling conditions have become 
tougher. The old selling methods are no longer good enough and 
new approaches are necessary to maintain sales targets.

To differentiate themselves from their competitors, salespeople 
have to become the 'trusted advisor' for their customer. They 
need to put themselves in their customer’s shoes, understand 
their problems and thinking, speak their language and work 
alongside them as a problem solver, strategy developer and 
solution provider.

Furthermore, they need to approach selling as a multi-level 
process. The customer has to sell the deal into their organisation 
and the salesperson needs to help them with this. By identifying 
all the key players in the decision-making process and, for each, 
identifying both the business value and the personal value, the 
salesperson is going to maximise their chances of building a 
lasting relationship.
Learning outcomes 
At the end of this course, delegates should be able to: 
•	 Generate extra value for their customer by thoroughly 		
	 understanding their business and personal needs
•	 Using questioning and listening techniques to establish real 	
	 needs 
•	 Become a trusted advisor to the customer so they want to 	
	 involve them in their decision-making processes 
•	 Identify all the key people in the decision-making process 		
	 and identify key needs and challenges of each
•	 Build a lasting mutually beneficial relationship with the 		
	 customer
•	 Translate features and benefits of their product into financial 	
	 terms for the customer’s specific situation.
•	 Look for maximising a given sales opportunity through 		
	 cross-selling, up-selling, future sales and referrals 
•	 Handle objections smoothly and set the deal up so that it 		
	 closes itself
Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)
Location and dates 
London 	 20 May 2009	 21 Oct 2009	 24 Nov 2009
Time 
9.30am - 5.00pm (1 day)
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Project Management in Practice
Course level Developmental

Course content 
Project working is becoming increasingly common in the modern 
business environment and those involved require a broad cross-
functional skill set to play a pivotal role in the successful execution 
of a project.  This course is designed for anybody who is involved in 
project management and no prior knowledge is assumed.  Delegates 
will be introduced to the key stages of a project from definition 
through to completion and common pitfalls of project management.

The course will also allow delegates to demonstrate the learning 
through use of a simulated project from definition and approval of 
the project through to the implementation phases.

Topics covered on this course will include 
•	 Project definition and success criteria 
•	 Approval of project plans and project budgets 
•	 Implementation of a project plan, monitoring and corrective 	
	 action if appropriate 
•	 Completion and project evaluation 
•	 Some of the most common pitfalls of project management

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Locations and dates 
Bristol	 09 Jun 2009 
London	 21 May 2009  	 29 Jul 2009  	 28 Sep 2009  	
	 25 Nov 2009

Time
9.00am - 4.00pm (1 day)

Managing the Client Relationship
Course level Intermediate

Delegates This course will be of benefit to all professionals.

Course content

In any organisation managing the relationship with both new and 
existing clients is essential. In a sound business relationship, trust 
and confidence lead to significant business impact. Without it 
potential revenue could be lost. This course focuses on building and 
maintaining effective client relationships.

Learning objectives 
At the end of this course delegates should be able to:
•	 Identify the types of client relationship 
•	 Identify and build relationships with key stakeholders 
•	 Build rapport and trust 
•	 Identifying the appropriate tone 
•	 Demonstrate how to resolve conflict 
•	 Be more effective in managing emotions and expectations

Cost 
£392 + VAT including lunch, refreshments and materials (Members) 
(£490 + VAT for non Members)

Locations and dates 
Leeds	 27 Oct 2009 
London	 25 Jun 2009	 20 Oct 2009 
Manchester	 02 Jun 2009	 30 Sep 2009

Time

9.30am - 5.00pm (1 day)

6

6

5.5Effective Presentation Skills for 
Professionals
Course level Introductory

Delegates This one-day course will be of benefit to all professionals 
wishing to design and deliver substantially more effective presentations.

Course content
Giving presentations in a professional setting is one which even 
those in senior positions can find daunting. This practical and 
results-focused course provides a thorough grounding in the theory 
and more importantly, the practice, of designing and delivering 
effective presentations. At various stages throughout the day, you 
will have the opportunity to practise the techniques and receive 
constructive feedback. You and your colleagues will be amazed at 
the difference.

Learning Objectives 
At the end of this course delegates should be able to:
•	 Learn and apply the theory of good preparation, structure and 

delivery techniques
•	 Build confidence and use nervous energy for performance 

advantage
•	 Develop their skills by delivering presentations and receiving 

structured feedback   
•	 Manage questions from the audience

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Locations and dates
Birmingham	 16 Oct 2009
Leeds	 13 Aug 2009
London	 16 Apr 2009	 18 Jun 2009	 09 Jul 2009 
	 14 Sep 2009	 30 Sep 2009	 05 Oct 2009 
	 27 Oct 2009	 11 Dec 2009
Manchester	 06 May 2009	 07 Oct 2009

Time
9.30am - 5.00pm (1 day)

Leading Change
Delegates This course will be of benefit to all professionals. 
 
Course content 
This course is designed for all managers and leaders who know 
they have to lead their team or organisation through a period 
of change and who want to do so with minimum disruption and 
maximum opportunity. 
 
Overview 
With the pace of innovation increasing and with technology 
accelerating, the world is changing faster and faster. Age-old 
structures and methods become outdated, to be replaced by new 
ones which become out-dated themselves within years. It is difficult 
to keep up and almost impossible to stay ahead. Often change is 
enforced by external conditions, for example, a changing market 
or a buy-out. But often it is brought about from within. Either way, 
change always brings opportunities to be taken advantage of. 
So for organisations to survive, they need to change; and if they 
want to thrive, they need to drive it. This course gives the leader 
the skills and the vision to embrace change so they can lead and 
steer their organisation successfully through an inconstant world. 
 
Learning objectives 
At the end of this course delegates should be able to: 
•	 See opportunity in all change and create an inspiring vision for 	
	 that opportunity
•	 Convert ideas and vision into actions that can be implemented 

successfully
•	 Map a route through a complex, inter-dependent, changing 

landscape
•	 Pre-empt the pitfalls and plan accordingly
•	 Learn about the real barriers to change and how to overcome 

them
•	 Change others' perceptions of what is possible and inspire 

them to achieve the vision
•	 Know the nature of the change curve and understand the 

different stages of the change process
•	 Produce a high-level action plan that will help them and their 

team progress and deliver results through change
•	 Communicate effectively at all stages of the change process 

Cost 
£392 + VAT including lunch, refreshments and materials (Members) 
(£490 + VAT for non Members) 
 
Location and dates 
London 	 05 May 2009	 22 Sep 2009 
 
Time
9.30am - 5.00pm (1 day)
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Business Development Skills
Course level Intermediate/Advanced

Course content 
This programme will benefit those who have to generate 
additional opportunities to develop their businesses, contacts 
and networks. 
 
This programme will provide the skills for delegates to be 
able to recognise opportunities to develop their network of 
contact points and new business prospects. It will provide the 
skills set to approach new contacts and promote or sell their 
goods or services using a Consultative Sales Model and control 
techniques. 

Learning outcomes include obtaining a greater understanding of: 
•	 Understanding that business opportunities are never 		
	 missed, just seized by the competition. To be continually 		
	 aware of the importance of networking internally and 		
	 externally to create new prospect opportunities 
•	 Reviewing time allocation and resources spent with a client 	
	 or prospect against the return on investment  
•	 Developing a contact strategy and understanding the 		
	 techniques for getting through the screening contact to the 	
	 main contact  
•	 Opening the call effectively, with a good reason 		
	 for call statement, engaging the prospect, overcoming 		
	 initial 	objections and pulling him/her into conversation  
•	 Developing the participant’s ability to question and 		
	 understand the prospects needs through good questioning 	
	 techniques  
•	 Structuring any presentation material to be informative, 		
	 memorable and persuasive 
•	 Overcoming client resistance and objections to proposals or 	
	 recommendations 
•	 Improve commitment-gaining techniques in confirming an 		
	 appointment

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Location and date 
London	 24 Sep 2009

Time
9.30am - 5.00pm (1 day)

Consultative Selling Skills 
Course level Intermediate/Advanced

Course content 
This programme is ideal for those people who want to refresh 
their sales skills or for those who want to embark on a sales 
career. 
 
Based upon the Consultative Sales Model delegates are taught 
how to sell without resorting to high-pressure tactics. This 
programme provides delegates with a core set of commercial and 
highly practical skills which will motivate the individual to further 
develop business opportunities and to maintain profitable long 
term client relationships.  

Learning outcomes include obtaining a greater understanding of: 
•	 Adopting a structured and client focused approach to sales 	
	 activities 
•	 Using a range of questioning skills (pull techniques) to build 	
	 rapport and develop business opportunities  
•	 Utilising a Consultative Sales Model which recognises the 		
	 importance of identifying client’s needs/buying criteria and 	
	 tailoring your message to the requirements of the client 
•	 How to effectively structure meetings and present the core 	
	 messages in a logical and persuasive manner 
•	 Anticipate, manage and overcome client resistance to 		
	 proposals and recommendations 
•	 Seek incremental levels of commitment to opportunities 		
	 that may arise

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Location and date 
Manchester	 20 May 2009

Time
9.30am - 5.00pm (1 day)

Tenders - How To Win New Business
Course level Intermediate

Course Content 
This practical course will benefit all professionals who require a 
clear guide on how to approach ‘Invitations to Tender’ and want 
to secure new business. 

This course is designed for professionals who require an 
understanding of what it takes to win new business through 
tenders.  It will look at how to developing a strategic 
understanding of the tendering organisation before deciding 
on an appropriate response. From this basis, your competitive 
differential will direct you to the best approach to writing a 
document and preparing for a successful presentation. The day 
concludes with a summary of how to capture your experience 
from each submission building a truly ‘learning organisation’.

Learning Objectives 
At the end of this course delegates should be able to:
•	 Analyse the tendering organisation’s strategy and understand 

where they might ‘fit’ working with them
•	 Draw on their organisation’s key strengths to build a 

successful response to the Invitation
•	 Analyse their competitive differential in relation to the tender 
•	 Identify the ‘hot buttons’ to press! 
•	 Write better tender documents 
•	 Develop more successful presentations 
•	 Identify ways to develop their organisation’s learning for 

future submissions 

Cost
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Location and dates
London	 06 Apr 2009	 11 Nov 2009
 
Time 
9.30am - 5.00pm (1 day)
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6 Strategic Thinking In a Global Downturn
Course level Intermediate

Delegates This course is designed for all levels of management, from first 
line up to heads of business. It is aimed at all managers who wish to find 
longer term solutions and who wish to gain confidence and motivation 
during times of change and uncertainty.

Overview 
A manager’s life is often one of constant fire-fighting leaving them 
little time to raise their head and see where they are actually going. 
The result can be that they end up banging their head against a brick 
wall. Short-term ‘fixes’ do not always produce longer-term solutions.

This course aims to provide a practical toolkit for managers to set 
a longer-term vision and then align their immediate goals with this 
to provide a reliable route through a complex and rapidly changing 
environment. This approach leads to solutions that last, provides 
motivation during difficult times and provides a reference point 
during change and uncertainty.

Learning objectives 
At the end of this course delegates should be able to: 
•	 Baseline their current state with its strengths and weaknesses 	
	 and its opportunities and threats 
•	 Develop a vision for their team that is both inspiring and 		
	 realistic and align it so that it delivers on the vision of the 		
	 business most effectively 
•	 Have a greater understanding of the world around them and the 	
	 trends that will be shaping it 
•	 Use powerful visual tools to map this complex environment and 	
	 chart a reliable but flexible route through a changing world 
•	 Work backwards from this vision to develop a practical 		
	 implementation plan, considering different scenarios  with risk 	
	 analysis and mitigation policies 
•	 Provide greater leadership to their team and colleagues, 		
	 inspiring them to greater levels of motivation and confidence 
•	 Build coalitions and work collaboratively to achieve longer term 	
	 win-win solutions

Cost 
£392 + VAT including lunch, refreshments and materials (Members)
(£490 + VAT for non Members)

Location and dates 
London 	 07 May 2009	 14 Oct 2009

Time
9.30am - 5.00pm (1 day)
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Booking Form
PHOTOCOPY IF REQUIRED
DELEGATE NAME (Mr/Mrs/Miss/Ms) 

Name(s) ......................................................................................  Surname................................................................................................................................

Qualification(s) .................................................................................................................................................................... Year Qualified .............................

Specialist area ...............................................................................................................................................................................................................................

Firm .................................................................................................................................................................................................................................................

Address/DX ..................................................................................................................................................................................................................................

...........................................................................................................................................................................................................................................................

Tel No .............................................................................................................. Fax No ..............................................................................................................

Email ................................................................................................................................................................................................................................................

Do you have any special needs/disability that may affect you in the event of a building evacuation whilst you are on BPP premises?     Yes/No

I AM ALREADY A MEMBER OF THE BPP MEMBERSHIP SCHEME	

I/WE WISH TO BECOME A MEMBER(S) OF THE BPP MEMBERSHIP SCHEME 

ORGANISATIONAL MEMBERSHIP - £695 + VAT = £799.25 (please see page 3 for futher details)	

INDIVIDUAL MEMBERSHIP - £225 + VAT = £258.75 (please see page 3 for further details)	

COURSE TITLE(S) 	 DATE(S)	 LOCATION(S)	 COST(S) 	 VAT 	 Total
			   Exc. VAT	 @ 15%
Example
Practical Financial Modelling	 30/04/09	 Manchester	 £990.00	 £148.50	 £1138.50

..................................................................................................	 ...................	 .............................................	 ...........................	 ..................... 	 ...................

..................................................................................................	 ...................	 .............................................	 ...........................	 ..................... 	 ...................

..................................................................................................	 ...................	 .............................................	 ...........................	 ..................... 	 ...................

..................................................................................................	 ...................	 .............................................	 ...........................	 ..................... 	 ...................

..................................................................................................	 ...................	 .............................................	 ...........................	 ..................... 	 ...................

	                                                 Membership Cost (inc VAT) (if applicable)	 ...............

	                                    TOTAL	 .................

I would like a certificate/s of attendance for the above course/s

Signed .......................................................................................................................................................................... Date ........................................................

I, the above named, agree to abide by the BPP Professional Education Terms and Conditions (over).	

METHOD OF PAYMENT(Please have your card details ready if calling our CPD team)

	 MASTERCARD/VISA: 	 Valid From: ........../.......... Expiry Date: ........../.......... 

Cardholder’s name (as it appears on the card) ....................................................................................................................................................................

Card No: ................/................ /................/................ Security Code (last three digits on the signature strip) ..........

	 MAESTRO/DELTA: 	 Valid From: ........../.......... Expiry Date: ........../.......... 

Cardholder’s name (as it appears on the card) ....................................................................................................................................................................

Card No: ................/................ /................/................ Issue No: ..........

Security Code (last three digits on the signature strip) ..........

	 CHEQUE enclosed - payable to BPP Professional Education 

Amount £............................... + VAT @ 15% Total £................................... 

BPP Professional Education, 
5th Floor, Boulton House, Chorlton Street, Manchester M1 3HY   

DX 709000 Manchester 62
Tel: 0845 226 2422    Fax: 0161 237 9650    email: bookings@bpp.com or www.bpp.com/pd

Ref: CC10CNCNT
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Terms and conditions
Acknowledgement of Booking
If you have not received acknowledgement of your booking by one week before the course date please telephone our CPD team on 
0845 226 2422.

Substitute Delegates
If you are unable to attend, a substitute may attend in your place at no extra charge. Please inform us of these changes as soon as possible.

Payment
Payment of the course fee is due prior to the course date. You and your company/firm are jointly and severally liable for payment of all fees. 
For bookings made 14 days or less (including the 14th day) prior to the date of the course, the fee is payable immediately and is  
non-refundable. 

Cancellations and Refunds
All cancellations MUST be in writing. For bookings cancelled at least 15 days (by 5.30pm) prior to the course date, we will refund the 
course fee. For bookings cancelled between 14 and 4 days (by 5.30pm) prior to the course date delegates may attend another course of 
equivalent value free of charge. The fee is still payable and is non-refundable. 
For bookings cancelled 3 working days or less (by 5.30pm) inclusive of the course date, delegates may attend another course of equivalent 
value for an administration fee of £25 plus VAT for a half-day course, £50 plus VAT for a one day course, or £100 plus VAT for a two day 
or more course. We reserve the right to vary course content and/or presenters or to cancel a course where necessary.
Non refundable credits must be used within 12 months from date of issue.

BPP Professional Development Membership Scheme
You may receive a discount of up to 50% if you (or your firm) have a valid BPP PD Membership. The discount applies only to Professional 
Development Courses offered by BPP Professional Education’s Professional Development division. No discount is available on any 
courses offered by other divisions of BPP Professional Education leading to a professional qualification with any UK or overseas body. 
A BPP Professional Development (PD) Membership cannot be cancelled or any fee refunded. Any fee is payable and non-refundable even if 
no courses are booked. Membership discounts do not apply to administration fees. Bookings made with a BPP PD Membership are subject 
to the terms and conditions of the Membership scheme. 
It may be necessary for reasons beyond our control to alter the course content or speakers.
E&OE. Full terms and conditions can be viewed at www.bpp.com/pd

BPP Professional Development also provides courses across a range of other areas. If you would like a brochure, select your areas of interest 
from the list below. Please ensure you complete your name and address overleaf.

Law 

Complete CPD for Lawyers Programme	

Criminal Law Courses 	

Company Commercial Law Courses 	

Employment Law Courses 	

Family Law Courses 	

New York Bar Course	

Litigation & Personal Injury Courses 	

Private Client & Property Courses 	

Personal Development & Management Courses 	

Professional Skills Course (PSC)	

Qualified Lawyers Transfer Test 	

Higher Rights of Audience - CPD	

Higher Rights of Audience - PSC	

Returners to Work Programme	

Law Enforcement Programme	

Pensions - A Comprehensive Programme	

Finance 

Complete CPD for Finance and Tax Professionals Programme 	

Finance Development courses for Non Finance Professionals 	

City/Financial Services

City Courses: Training for the Financial Services Industry	

Public Sector 

Professional Skills for Government	

Insolvency 	

Certificate of Proficiency in Insolvency (CPI) 	

Joint Insolvency Examination (JIE)	

Insolvency CPD Courses 	

Professional Development for Actuaries

All brochures are also available to download on our website www.bpp.com/pd
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Training by professionals – for professionals

2009 will be a year of unrelenting pressure across the economy. Many financial services 
companies have revealed deep problems and have had to cut costs and lay off staff. The dangers 
with this approach are that knowledgeable, experienced people may have left the organisation 
and this puts more pressure on those remaining who are often grappling with an increased work 
load and unfamiliar responsibilities. Yet the regulatory and business need for competence and 
excellence remains.

In view of the additional strain, organisations are focused on the proficiency levels of the 
remaining staff. Inevitably high-level expertise will have been lost recently and there is a business 
need to improve and enhance the organisation’s core skills, knowledge and behaviours.

The BPP City team has nearly 20 years experience of assisting financial services firms to improve 
their basic and advanced skill levels. We are able to undertake Training Needs Analyses of all sizes 
to provide a comprehensive training and education solution to the organisation’s needs – including 
the main financial services industry examinations. Our range of public and in-house courses is 
unrivalled in the UK and we count most of the World’s top financial institutions as our clients. 

In particular the following suites of courses are relevant for the current business challenges:

Credit and Financial Analysis: Our wide range of courses include Credit Analysis – Level 1 for 
beginners, Advanced Credit Analysis, Advanced Accounting, and specialised courses covering 
Banks, Insurance companies, Property companies and Mining companies.
Risk: Our courses extend from entry-level Risk Management – Introduction through to advanced 
level such as VaR, Market Risk Management and Control and Credit Risk Management for 
Financial Instruments.
Investment Management: We have recently revised and enhanced this range of courses and 
it now includes Alternative Investments, Performance Measurement for Investment Managers,  
Corporate Actions – Introduction and Islamic Finance – Introduction.

We have also expanded our range of courses in Corporate Finance, Private Equity, Financial 
Modelling, Regulation and Compliance and Commercial Banking.

Let BPP help you to face the tough environment of the future but in which there will undoubtedly 
be many new business opportunities for the skilled and knowledgeable. (NB. We are making our 
contribution to the alleviation of your cost pressures in 2009 by holding our prices at 2008 levels. 
We also have further discounting possibilities through our various Membership subscription plans.)

All of our public courses are held in Central London in our state-of-the art training facilities. 
However these can be tailored to your organisation’s specific requirements and presented at a 
location and time of your choice. To find out more, please contact our Client Care Team on 
0845 226 2422.

Continuing Professional Development (CPD)
•	 BPP is a Securities and Investment Institute recognised provider of training courses and all our 	
	 City courses count towards CPD hours under the SII’s CPD scheme
•	 For accountants – our courses meet the CPD requirements of each of the professional bodies
•	 For legal professionals – our courses are accredited by the Solicitors Regulation Authority and 	
	 the Bar Standards Board

We look forward to welcoming you on our courses.

Ross Tanner
Director of City Products
Professional Development

Introduction	 Tel: 0845 226 2422  Fax: 0161 237 9650  email: bookings@bpp.com  www.bpp.com/pd

Call 0845 226 2422 
now to book a course



City Courses:  
Training for the Financial Services Industry
Course Programme Effective April 2009 - December 2009

BPP Professional Development - Developing Careers

www.bpp.com/pd	 0845 226 2422	 enquiries@bpp.com

®

BPP Professional Education helps people and businesses build their skills.  
We provide professional training to management and staff at all levels and
train for recognised professional qualifications.

Professional Development
1 Procter Street
Holborn, London
WC1V 6DW

Tel: 0845 226 2422
+44 (0)161 244 6300 
Fax: 0161 237 9650 
DX: 709000 Manchester 62

Email: enquiries@bpp.com
www.bpp.com/pd

Accountancy and Tax 		  0845 075 1100

Actuarial 		  +44 (0)1235 550005

Financial Services 		  +44 (0)20 7786 5999

Human Resources 		  0845 077 5566

Insolvency 		  0845 226 2422

Law School		  0845 678 6868

Professional Development 		  0845 226 2422

www.bpp.com

Ref: CC10CNCNT

Sustainable Forest

Recyclable

ECF Low Chlorine

®

Accredited for CPD purposes by The Securities and Investment Institute, The Solicitors Regulation Authority,  
The Bar Standards Board, The Institute of Legal Executives and The Pensions Management Institute 




