	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Financial Services Operations

	Description
	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 1
	Career Opportunities
Students will examine the role and responsibilities of individuals working in financial services operations. 

	Outcome
	1.1	Employability Skills: Develop career awareness and employability skills (e.g., face-to-face, online) needed for gaining and maintaining employment in diverse business settings.

	Competencies
	1.1.2	Identify the scope of career opportunities and the requirements for education, training, certification, licensure and experience.

	Instructional Strategies
Each student should complete an online webquest activity to identify three possible career opportunities in financial services operations.  Students should then conduct research to determine the career description, typical job duties, salary potential, and education and training requirements. 
	Instructional Resources
Career Explorer
http://www.careerexplorer.net/
At the Career Explorer website, students can take a career aptitude test, read about careers that interest them and watch videos of the careers in action.

CareerOneStop
http://www.careeronestop.org/ 
Sponsored by the U.S. Department of Labor, this extensive website provides tools and resources that enable users to explore career options and trends, conduct self-assessments, watch career-related videos and much more.



Careers in Finance
http://www.careers-in-finance.com/
This website contains comprehensive information on careers in finance—including careers in corporate finance, banking, insurance, financial planning, accounting, etc.

My Next Move
http://www.mynextmove.org/
At My Next Move, students can learn more about their career options. The site details the tasks, skills and salary information for hundreds of different careers. Sponsored by the U.S. Department of Labor.

Ohio Means Jobs
https://jobseeker.ohiomeansjobs.monster.com/Seeker.aspx
Students can use the Ohio Means Jobs system to explore career opportunities, labor market projections and educational options.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Financial Services Operations

	Description
	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 2
	Banking Services
Students will plan, organize, and carry out the day-to-day activities in banking operations.

	Outcome
	1.3	Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to continuous improvement in organizational performance and regulatory compliance.

	Competencies
	1.3.4	Identify how federal and state consumer protection laws affect products and services.

	Outcome
	4.2	Enterprise Risk Management for Financial Institutions: Relate financial institutions’ risk profile, regulatory compliance requirements and business objectives to enterprise risk-management processes.

	Competencies
	4.2.1	Explain key banking and insurance calculations (e.g., interest, annual percentage rate, exchange rates, RAROC [Risk-Adjusted Return on Capital], claim loss ratio) and requirements established in regulatory guidelines.

	Outcome
	6.2	Information Management: Institute and evaluate information management tools, policies, procedures and strategies to achieve business unit and organizational goals. 

	Competencies
	6.2.4	Identify critical artifacts requiring preservation, establish retention guidelines, and archive information according to retention systems and procedures and regulatory requirements.

	Outcome
	7.3	Inventory Management: Plan, acquire, maintain, and monitor inventory to support the achievement of organizational goals. 

	Competencies
	7.3.4	Maintain inventory systems and controls to efficiently monitor, safeguard, and replenish inventory (e.g., JIT, Lean, FIFO, LIFO, inventory counts) based on usage levels, lead times, and forecasts.




	Outcome
	8.5	Financial Operations: Develop foundational skills and knowledge to execute the operational processes in financial institutions.

	Competencies
	8.5.2	Describe functions of operations departments in financial-services companies (i.e., banking, insurance, and securities operations), and explain their interdepartmental and intercompany dependencies.
8.5.3	Perform transaction-execution support, recording, processing, and settlement (e.g., input deposit, process check, record securities buy or sale, scan and index documents).
8.5.4	Manage customer accounts in accordance with policies and governmental mandates (e.g., verify information, complete required forms, report mandated information).
8.5.5	Explain segregation of duties controls (e.g., dual vault control).
8.5.8	Perform daily branch operating procedures (e.g., process cash deposits and withdrawals, perform currency exchanges, balance drawer). 
8.5.9	Use techniques to underwrite loan and insurance applications. 
8.5.10	Service loans and accounts in accordance with applicable regulations (e.g., mortgage, trust, agency). 
8.5.11	Handle problem loans and accounts. 
8.5.15	Calculate, record, and analyze commissions.

	Outcome
	10.4	Cash Management: Monitor and control internal and external cash flows and currencies. 

	Competencies
	10.4.4	Identify strategies for managing the risks associated with opening, managing, and closing corporate bank accounts (e.g., Payment Card Industry [PCI] compliance/Health Insurance Portability and Accountability Act [HIPAA]).  

	Instructional Strategies
Students are divided into groups that represent different departments in a fictitious banking company. Customer transactions (e.g., new accounts, new deposits, withdrawals, loans, loan payments) are presented to students over the course of the simulation for processing. Students work together (across departments) to make decisions on accepting transactions, to process activity and update records, and to generate transaction activity and balance reports. Students defend decisions for any customers that are rejected.  

	Instructional Resources
Bank Mortgage Processes
http://homeguides.sfgate.com/bank-mortgage-processes-7544.html
This article highlights processes common to the banking and mortgage lending industry.

Bank Policies and Procedures
http://www.ehow.com/about_5336704_bank-policies-procedures.html
This article explains banking policies and procedures used to protect customer assets while establishing methods for efficient customer service.

The Banking System Tutorial
http://www.investopedia.com/university/banking-system/
This tutorial from Investopedia focuses on what banks do, economic concepts in banking, how banks make money, business lending and much more.

Define Segregation of Duties
http://www.americanbanker.com/magazine/118_12/-368005-1.html
This article explains the purpose of and processes for segregation of duties within a banking institution.

How Banks Work
http://www.theunjustmedia.com/Banking%20&%20Federal%20Reserve/How%20Banks%20Work.htm
This overview of banking explains types of banks, how banks make money and processes for establishing a bank.

Responsibilities of a Bank Teller
http://www.tellercareers.com/bank-teller-responsibilities.html
This article discusses the responsibilities, skills and knowledge required of bank tellers.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Financial Services Operations

	Description
	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 3
	Insurance
Students will plan, organize and carry out the day-to-day activities in insurance operations.

	Outcome
	1.2	Leadership and Communications: Process, maintain, evaluate and disseminate information in a business. Develop leadership and team building to promote collaboration.

	Competencies
	1.2.4	Use negotiation and conflict-resolution skills to reach solutions.

	Outcome
	1.3	Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to continuous improvement in organizational performance and regulatory compliance.

	Competencies
	1.3.4	Identify how federal and state consumer protection laws affect products and services.

	Outcome
	4.2	Enterprise Risk Management for Financial Institutions: Relate financial institutions’ risk profile, regulatory compliance requirements and business objectives to enterprise risk-management processes.

	Competencies
	4.2.1	Explain key banking and insurance calculations (e.g., interest, annual percentage rate, exchange rates, RAROC [Risk-Adjusted Return on Capital], claim loss ratio) and requirements established in regulatory guidelines.

	Outcome
	6.3	Business Applications: Apply tools, processes and procedures to manage the efficient and effective use of technology to achieve organizational goals. 

	Competencies
	6.3.2	Mine standard databases (e.g., accounting, customer, product, vendor, sales, operations, human resources, patient, supplier, procurement), apply analytical tools, and interpret the findings.

	Outcome
	7.3	Inventory Management: Plan, acquire, maintain, and monitor inventory to support the achievement of organizational goals. 

	Competencies
	7.3.15	Describe how inventory management principles apply to intangible services (e.g. insurance website).

	Outcome
	8.5	Financial Operations: Develop foundational skills and knowledge to execute the operational processes in financial institutions.

	Competencies
	8.5.2	Describe functions of operations departments in financial-services companies (i.e., banking, insurance, and securities operations), and explain their interdepartmental and intercompany dependencies.
8.5.3	Perform transaction-execution support, recording, processing, and settlement (e.g., input deposit, process check, record securities buy or sale, scan and index documents).
8.5.4	Manage customer accounts in accordance with policies and governmental mandates (e.g., verify information, complete required forms, report mandated information).
8.5.9	Use techniques to underwrite loan and insurance applications. 
8.5.10	Service loans and accounts in accordance with applicable regulations (e.g., mortgage, trust, agency). 
8.5.11	Handle problem loans and accounts. 
8.5.12	Investigate and process insurance claims (e.g., conduct interviews, inspect property, review medical reports, assign value, compile report). 
8.5.13	Negotiate insurance claims. 
8.5.14	Analyze claim activity for fraud.
8.5.15	Calculate, record, and analyze commissions.

	Instructional Strategies
Students are divided into groups that represent different departments in a fictitious insurance company. Customer transactions (e.g., new insurance policy, premium payment, insurance claim) are presented to students over the course of the simulation for processing. Students work together (across departments) to make decisions on accepting transactions, to process activity and update records, and to generate transaction activity and balance reports. Students defend decisions for any customers that are rejected.  




	Instructional Resources
The Basics of Underwriting Insurance
http://www.finweb.com/insurance/the-basics-of-underwriting-insurance.html#axzz3CuzFsi8t
This article from the Financial Web discusses the insurance underwriting process.

Insurance Claims Adjuster
http://personalinsure.about.com/od/insurancetermsglossary/g/Insurance-Claims-Adjuster.htm
This article explains the responsibilities of insurance claims adjusters and the insurance claim process.

Insurance Operations
http://www.uni.edu/thompsona/Overview%20of%20Insurance%20Operations%20Lecture%201.pdf
http://www.uni.edu/thompsona/Insurance%20Operations%20Lecture%202.pdf
These lecture notes address segments of the insurance industry, risk management in the insurance industry and functional areas within insurance companies.

Insurance Topics
http://www.iii.org/insurance-topics
The Insurance Information Institute is a trusted source of information, analysis and referral concerning insurance. The organization’s insurance topics webpage highlights insurance coverage, disasters and risks, the insurance industry and insurance facts, statistics, presentations, videos and white papers.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Financial Services Operations

	Description
	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 4
	Securities and Investments
Students will plan, organize, and carry out the day-to-day activities in securities and investment operations.

	Outcome
	1.2	Leadership and Communications: Process, maintain, evaluate and disseminate information in a business. Develop leadership and team building to promote collaboration.

	Competencies
	1.2.12	Use technical writing skills to complete forms and create reports.

	Outcome
	1.3	Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to continuous improvement in organizational performance and regulatory compliance.

	Competencies
	1.3.4	Identify how federal and state consumer protection laws affect products and services.

	Outcome
	8.5	Financial Operations: Develop foundational skills and knowledge to execute the operational processes in financial institutions.

	Competencies
	8.5.2	Describe functions of operations departments in financial-services companies (i.e., banking, insurance, and securities operations), and explain their interdepartmental and intercompany dependencies.
8.5.3	Perform transaction-execution support, recording, processing, and settlement (e.g., input deposit, process check, record securities buy or sale, scan and index documents).
8.5.4	Manage customer accounts in accordance with policies and governmental mandates (e.g., verify information, complete required forms, report mandated information).
8.5.10	Service loans and accounts in accordance with applicable regulations (e.g., mortgage, trust, agency). 
8.5.11	Handle problem loans and accounts. 
8.5.15	Calculate, record, and analyze commissions.

	Instructional Strategies
Students are divided into groups that represent different departments in a fictitious securities and investments company. Customer transactions (e.g., buy security, sell security, calculate and pay commissions) are presented to students over the course of the simulation for processing. Students work together (across departments) to make decisions on accepting transactions, to process activity and update records, and to generate transaction activity and balance reports. Students defend decisions for any customers that are rejected.  
	Instructional Resources
Brokerage Operations
http://financecareers.about.com/od/operations/a/brokerops.htm
This article explains the roles and responsibilities of multiple positions in securities and investment brokerages.

An Insight into Various Back-Office Operations Activities in Securities Markets
http://nism.ac.in/certification/index.php/students-zone/knowledge-base/securities-operations
Developed by the National Institute of Securities Markets (NISM), the NISM website is targeted at individuals interested in working in the Indian Securities Markets. However, the information provided by the NISM about back-office activities in a securities and investments firm is universal.

Trade Life Cycle Tutorial
http://www.ehow.com/way_5375663_trade-life-cycle-tutorial.html
This short tutorial highlights the roles of the back, middle, and front offices in each securities and investments trade.
 




	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Financial Services Operations

	Description
	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 5
	Business Processes
Students will analyze a financial-services process and determine factors contributing to its effectiveness. 

	Outcome
	2.4	Business Processes: Relate business-process design to organizational structure and organizational goal achievement.

	Competencies
	2.4.2	Identify types of business processes, their purposes (e.g., added customer value, increased efficiencies), their characteristics, their components (e.g., events, activities, decision points, metrics) and their interrelationships.
2.4.3	Describe the importance of outcomes and value in business processes and the business problems created by inefficient business processes (e.g., unhappy customers, increased costs, missed deadlines, frustrated coworkers).
2.4.8	Explain how the need to protect assets and reduce the risk of fraud impacts the design of business processes (e.g., segregation of duties, internal controls). 

	Outcome
	8.1	Business Process Analysis: Conduct business process analysis to identify, analyze, and solve business problems and improve process performance.

	Competencies
	8.1.1	Explain approaches for documenting business processes that identify risks, controls and performance issues. 
8.1.2	Document the process activities, records or information and systems involved in business activities (e.g., developing new products, acquiring new customers, producing inventory for sale, selling goods and services, managing people). 




	Instructional Strategies
[bookmark: _GoBack]Working in groups, students should select a business process from an earlier unit simulation (e.g., processing a check or claim, opening a new account, making a loan) for review. Each group should document the process using a flow chart, narrative, etc. Students should identify: what worked well, what didn’t work well, factors contributing to the (in) effectiveness of the process and the impact of the process on the customer and the business. Finally, students should describe steps to take to prevent fraud throughout the process.
	Instructional Resources
Business Processes and Business Functions
http://www.bls.gov/opub/mlr/2008/12/art3full.pdf
This article from the U.S. Bureau of Labor Statistics explains common business processes found in U.S. companies.

How to Document a Business Process
http://www.ehow.com/how_4751115_write-business-process.html
This article contains simple step-by-step instructions for documenting a business process. Be sure to read the tips and warnings provided at the bottom of the article.

What is Business Process Design and Why Should I Care?
http://www.business.unr.edu/faculty/kuechler/750/RivCom-WhatIsBPD-WhyShouldICare.pdf
Although this article is a bit old (copyright 2002), it does a better job of explaining business processes than most current articles on the Internet.





	
Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Financial Services Operations

	Description
	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 6
	Quality Management
Students will use quality principles, tools and techniques to evaluate a financial services product, service or process. 

	Outcome
	7.4	Quality Management: Design, implement, and manage quality-control processes to minimize errors, expedite workflow, and achieve performance objectives at a reasonable cost, using continuous improvement techniques (e.g., lean, Six Sigma or DMAIC [Define, Measure, Analyze, Improve, Control]).

	Competencies
	7.4.3	Evaluate the impact of quality on internal and external brand experience, reputation, financial performance (e.g., healthcare reimbursement), procurement and sourcing options, and process design.
7.4.4	Utilize quantitative and qualitative quality control measures and methods to evaluate prevention, appraisal, and internal and external failures (e.g., mean time to failure, mean time to repair, training scores, scrap analysis, complaint analysis, warranty analysis).
7.4.5	Describe common elements and different types of documentation systems and their role in quality assurance and quality control (e.g., configuration management, quality manual, document control). 

	Instructional Strategies
In groups, students should use sample data to prepare charts such as pareto charts, cause and effect diagrams, scatter diagrams or histograms to assess the quality of a financial-services process. 

Then, help the class to develop a survey that the students can administer to evaluate the quality of a financial-services product or service. Students should also develop objectives for the survey and define the level of quality for the product or service that is acceptable. 


After conducting the survey, students should prepare charts and/or diagrams of their survey results. Finally, each group should write at least one paragraph per chart or diagram in which it interprets its findings and explain what actions it would take to address respondents’ feedback.
	Instructional Resources
LeanOhio Tool Kit for Quality
http://lean.ohio.gov/Portals/0/docs/tools/LeanOhio_Toolkit_July2013.pdf
Developed by the Ohio Department of Administrative Services, this comprehensive handbook explains multiple process-improvement tools and strategies.

Quality Management
http://www.masterclassmanagement.com/BusinessManagementCourse-QualityManagement.html
This article explains quality-management components and methods.

Quality Tools and Topics
http://ocw.mit.edu/courses/aeronautics-and-astronautics/16-660j-introduction-to-lean-six-sigma-methods-january-iap-2012/lecture-videos/MIT16_660JIAP12_3-5.pdf
This slideshow from the Massachusetts Institute of Technology explains the need for quality management and basic quality-management tools.

The Tools of Quality
http://r.search.yahoo.com/_ylt=AwrBT.DhDxZUZYAAq_BXNyoA;_ylu=X3oDMTE0YWxkbTdnBHNlYwNzcgRwb3MDMjMEY29sbwNiZjEEdnRpZANWSVAyODBfMQ--/RV=2/RE=1410760802/RO=10/RU=http%3a%2f%2fwww2.cob.ilstu.edu%2fgsalegn%2fUpdated%2520335%2520chapter%252010%2520notes%25201.docx/RK=0/RS=bkf7D2n9_yhVi5xaY2ylGbl3bDY-
This short set of notes identifies quality-management tools, explains how to develop some of the tools and discusses situations in which the different tools are used. 





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Financial Services Operations

	Description
	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 7
	Compliance
Students will determine factors that companies consider to develop and implement policies and procedures that comply with regulations.

	Outcome
	1.3	Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to continuous improvement in organizational performance and regulatory compliance.

	Competencies
	1.3.1	Analyze how regulatory compliance affects business operations and organizational performance.

	Outcome
	4.2	Enterprise Risk Management for Financial Institutions: Relate financial institutions’ risk profile, regulatory compliance requirements and business objectives to enterprise risk-management processes.

	Competencies
	4.2.2	Explain rating systems and guidelines used by regulatory agencies to assess a financial institution’s compliance (e.g., CAMELS [Capital Adequacy, Asset Quality, Management Administration, Earnings, Liquidity and Sensitivity]) and the rules regarding use and disclosure. 

	Outcome
	4.3	Compliance: Develop compliance systems, processes and procedures used to manage compliance risk across an organization.  

	Competencies
	4.3.1	Compare and contrast internal and external authoritative sources of compliances standards (e.g., legal code, government agencies and self-regulatory organizations), the types of institutions governed and the penalties associated with noncompliance.
4.3.2	Explain the impact of compliance requirements on business structure, functions (e.g., marketing, information technology, human resources), products and services and pricing.
4.3.3	Explain the elements of a compliance program and how requirements and expectations differ across industry sectors (e.g., financial services, healthcare, consumer products, restaurants and food and beverages, etc.).
4.3.5	Develop the elements of a basic compliance program to promote consistent behaviors (e.g., policies, procedures, training).
4.3.7	Monitor compliance with organizational or departmental compliance policies and procedures (e.g., continuing education requirements, prevention of fraudulent practices, record falsification or alteration, patient or customer abuse, lack of follow-up). 
4.3.9	Explain the value and purpose of compliance assessment activities (e.g., due-diligence reviews, internal audits, work plan reviews). 

	Instructional Strategies
Provide students with an actual company’s policy manual. Students should analyze the company’s policies and procedures to ascertain compliance with regulatory requirements.  Students should:
· Select one policy or procedure to analyze
· Identify why the policy or procedure was established
· Compare the policy or procedure to the regulatory requirements 
· Identify how the company monitors for compliance 
· Conduct research to identify how the company’s policy or procedure compares with other companies
· Summarize their findings (e.g., gaps, differences between companies)

	Instructional Resources
Business Compliance Requirements and Consequences
http://www.bizfilings.com/learn/business-compliance.aspx
This article explains internal and external requirements with which businesses must comply.

Financial Services
http://www.sba.gov/content/financial-services
Provided by the U.S. Small Business Administration, this webpage identified resources on how to comply with the laws and regulations that apply to businesses in the financial services industry.




	Career Field
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	Course Name
	Financial Services Operations

	Description
	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 8
	Risk Management
Students will examine operational risks that financial service companies face.

	Outcome
	4.1	Enterprise Risk Management Fundamentals: Apply foundational business skills and tools to identify risks and seize opportunities related to the achievement of business objectives.

	Competencies
	4.1.5	Describe quantitative and qualitative approaches to measuring and analyzing risk. 
4.1.6	Distinguish among key risk indicators, key performance indicators and process indicators.  

	Outcome
	4.2	Enterprise Risk Management for Financial Institutions: Relate financial institutions’ risk profile, regulatory compliance requirements and business objectives to enterprise risk-management processes.

	Competencies
	4.2.3	Explain the risks associated with banking services (e.g., default, fraudulent transactions, falsified information, etc.) and techniques used to manage these risks for a financial institution (e.g., loan criteria, credit-based scoring models, identity verification). 
4.2.4	Explain the risks associated with insurance services (e.g., underwriting, claims) and techniques used to reduce, mitigate and measure risks at the enterprise level (e.g., insurability provisions, credit-based scoring models, actuarial sciences, reinsurance). 
4.2.5	Explain the risks associated with securities products and trust services (e.g., suitability, risk of loss, etc.) and strategies used to manage these risks for a financial institution (e.g., investment profiles, validated asset allocation models, disclosures). 
4.2.6	Interpret banking and insurance risk measures and metrics (e.g., interest rate risk, liquidity risk, credit risk, underwriting risk).

	Outcome
	6.1	Management Fundamentals: Describe business management practices and their contributions to goal achievement and organizational success.

	Competencies
	6.1.13	Contrast operational risk with other types of business risk (e.g., market risk, credit risk, strategic risk).
6.1.14	Identify the factors that contribute to operational risk (e.g., insufficient training, lack of supervision, inadequate security, poor system design, poor HR policies).

	Outcome
	7.8	Operations Risk Management: Identify and execute strategies to reduce the risk of loss from operational failures to acceptable levels.

	Competencies
	7.8.1	Compare the costs of routine operational failures (e.g., execution errors, accidents, processing failures) with non-routine operational failures (e.g., fraud, conscious violation of professional ethics, acts of nature).
7.8.3	 Describe strategies for reducing the risk of routine and non-routine operational risk as staffing size and organizational complexity increase (e.g., automation, procedures, checklists).

	Instructional Strategies
Students should conduct research on significant loss events experienced by financial services companies (e.g., trading losses, internal fraud losses, unauthorized activity, improper business practices, overdraft fee rules, etc.).

Then, arrange for a guest speaker from a banking, insurance or securities and investment company to speak with the class about operational risks and how the company manages these risks. Finally, after the guest speaker’s presentation, students should discuss how the risk of loss affects hiring and oversight of employees.

	Instructional Resources
Risk Management in Financial Institutions
http://www.federalreserve.gov/newsevents/speech/bernanke20080515a.htm
This transcription of speech made by the former Federal Reserve chairman Ben Bernanke focuses on a variety of risk-management processes used by financial institutions.

Risk Management Options
http://www.projectsmart.co.uk/risk-management-options.php
This article explains risk-management options, including avoidance, control, assumption and transfer.

Your Risk Management Process: A Practical and Effective Approach
http://www.projectsmart.co.uk/your-risk-management-process-a-practical-and-effective-approach.php
This article explains the meaning of risk and highlights steps of the risk-management process.
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	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 9
	Internal Controls
Students will examine the types of fraud that occur in business, the cost of fraud to businesses and the role of internal controls. 

	Outcome
	1.2	Leadership and Communications: Process, maintain, evaluate and disseminate information in a business. Develop leadership and team building to promote collaboration.

	Competencies
	1.2.7	Use problem-solving and consensus-building techniques to draw conclusions and determine next steps.

	Outcome
	9.4	Internal Controls: Establish suitable internal controls to ensure the proper recording and reporting of transactions in compliance with applicable standards. 

	Competencies
	9.4.1	Describe the impact of financial reporting and internal control regulations on control requirements (e.g., Sarbanes-Oxley Act of 2002, Dodd-Frank Wall Street Reform Act, Model Audit Rule, Government Accountability Standards).
9.4.2	Assess and identify the risk of errors and fraud in transactions and accounts (e.g., unusual activity, abnormal variations).
9.4.3	Assess the effectiveness of internal controls.
9.4.4	Develop and implement internal control procedures (e.g., cash controls, inventory controls, payroll controls, capital asset controls, data protection, personal information controls). 
9.4.5	Inspect and ensure the continued functioning of internal controls. 
9.4.6	Analyze the impact of organizational growth and complexity on the effectiveness of internal controls.




	Instructional Strategies
Divide the class into small groups. Each group should choose a type of financial services crime to research (e.g., wire fraud, check fraud, unauthorized activity, kiting, etc.).  After conducting its research, the group should create a three-to-five minute video that chronicles how the crime is committed, the consequences of the crime and how proper internal controls can help to prevent the crime.  
	Instructional Resources
Internal Controls
http://www.calstate.edu/audit/internal.shtml
This article, provided by the California State University, explains internal controls in clear and simple terms. 

Internal Controls and Reconciliations
http://www.sophia.org/tutorials/internal-controls-and-reconciliations--3
http://www.sophia.org/tutorials/internal-controls-and-reconciliations?from_many_ways=true
These video-based tutorials discuss the need for and elements of internal controls.

Internal Controls Checklist
http://www.compasspoint.org/sites/default/files/docs/646_internalcontrolschecklist.pdf
Although this checklist was developed for non-profit organizations, it is still worthwhile for general study of internal controls. It identifies internal controls for cash receipts, cash disbursements, petty cash, payroll, fixed assets, financial statements, etc.

What Are Internal Controls?	
http://www.maine.gov/osc/internalaudit/controls.shtml
Provided by the Office of the State Controller of Maine, this article explains management’s responsibilities for internal controls.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Financial Services Operations

	Description
	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 10
	Safety and Security
Students will identify and evaluate safety and security requirements within a financial services context. They will also develop safety and security plans.

	Outcome
	1.4	Knowledge Management and Information Technology: Demonstrate current and emerging strategies and technologies used to collect, analyze, record and share information in business operations.

	Competencies
	1.4.3	Verify compliance with security rules, regulations and codes (e.g., property, privacy, access, accuracy issues, client and patient record confidentiality) pertaining to technology specific to industry pathway.

	Outcome
	6.2	Information Management: Institute and evaluate information management tools, policies, procedures and strategies to achieve business unit and organizational goals. 

	Competencies
	6.2.3	Monitor and audit internal records.

	Outcome
	7.1	Safety, Health and Security: Develop, administer and manage policies and procedures to promote business safety, health, and security and to reduce risk of loss.

	Competencies
	7.1.2	Identify needed safety and security policies and procedures to protect organizational stakeholders (e.g., employees, contractors, directors and officers, customers, guests and visitors). 
7.1.5	Identify strategies for protecting business’s digital assets, customer data, and other confidential business information.

	Outcome
	8.5	Financial Operations: Develop foundational skills and knowledge to execute the operational processes in financial institutions.

	Competencies
	8.5.6	Analyze unique physical and information security risk factors applicable to financial services.
8.5.7	Recommend strategies to address the unique physical and information security risk factors applicable to financial services.

	Instructional Strategies
Provide students with a handout of safety- and security-related terms to research (e.g., safety data sheets [SDS], product safety data sheets [PSDS], the U.S. Environmental Protection Agency [EPA], Occupational Safety and Health Administration [OSHA], etc.). Students should identify the purpose of each item or organization on the list and determine how each impacts the business and employees. Students should also conduct research to identify a workplace incident that resulted in a financial settlement, cite the safety issues involved and determine how the company could have prevented the incident from occurring.

Then, students should work in groups to prepare a safety and security plan for a local financial services business (e.g., community, insurance agency, brokerage firm) based on what they are able to observe and what they are able to learn from research on the business’s website.  Any hazardous materials the business may handle should be identified.

Alternatively, teachers can use workplace safety and security information and lessons found on the Internet.

	Instructional Resources
Talking Safety Curriculum
http://www.cdc.gov/niosh/talkingsafety/states/nj/entireNJ.pdf
Developed by the National Institute for Occupational Safety and Health, this curriculum resource contains lessons, overheads and student handouts focused on teaching young workers about job safety and health.

How to Plan for Workplace Emergencies and Evacuations
https://www.osha.gov/Publications/osha3088.html
This resource from the Occupational Safety and Health Administration gives suggestions for developing an emergency action plan. 

Youth Safety Tool Kits
https://www.bwc.ohio.gov/employer/programs/safety/sandhyouthsafety.asp
The Ohio Bureau of Workers’ Compensation has developed a series of tool kits for youths, educators, parents and employers. Each tool kit contains links to safety resources, publications/articles and much more.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Financial Services Operations

	Description
	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 11
	Financial Analysis
Students will use financial data to determine a company’s financial position.

	Outcome
	1.9	Financial Management: Use financial tools, strategies and systems to develop, monitor, and control the use of financial resources to ensure personal and business financial well-being.

	Competencies
	1.9.1	Create, analyze, and interpret financial documents (e.g., budgets, income statements).

	Outcome
	2.1	Business Activities: Relate business functions to business models, business strategies and organizational goal achievement.

	Competencies
	2.1.5	Describe the need for and role of accounting and finance (e.g., understanding accounting treatment, verifying information, analyzing variances, guiding decision-making), and explain how they interact with and impact other business activities or functions.

	Outcome
	9.6	Financial Reporting and Auditing: Perform specialized accounting; and summarize, report, and evaluate the accuracy of a company’s financial information. 

	Competencies
	9.6.1	Explain the importance of accurately reporting a business’s financial position and activities, the types of systems that are used for that purpose (i.e., tax systems, financial, cost systems) and the linkage to operational systems (i.e., enterprise systems).

	Instructional Strategies
Students should examine several financial-services companies’ financial data to interpret and compare the companies’ financial positions.   Students should describe why accurate reporting of this financial data is important and what systems are used for that purpose.  Students should discuss the need for and role of accounting and finance in a company and how they impact and interact with other departments.  
	Instructional Resources
EDGAR Company Filings
https://www.sec.gov/edgar/searchedgar/companysearch.html
Use EDGAR to quickly access millions of publicly-traded companies’ financial statements. Provided by the U.S. Securities and Exchange Commission.

Financial Ratio Tutorial
http://www.investopedia.com/university/ratios/
This tutorial identifies sources of financial data, explains relevant financial ratios, shows how to compute the ratios and discusses the significance of each ratio. 

Financial Ratios
http://www.netmba.com/finance/financial/ratios/
This article discusses the most commonly-used liquidity, asset turnover, financial leverage, profitability and dividend policy ratios.

Reference for Business
http://www.referenceforbusiness.com/
Reference for Business is a free website containing multiple business encyclopedias, business biographies, sample business plans, and a guide to American industries. The Encyclopedia of Business contains comprehensive overviews of the different financial statements.






	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Financial Services Operations

	Description
	Students will plan, organize, and carry out day-to-day activities unique to the banking, insurance and investment industries. They will learn to underwrite loan and insurance applications, handle problem accounts, and investigate and process insurance claims. Students will also evaluate risks faced by financial institutions and develop processes to promote ethically and legally compliant behavior throughout a banking, insurance or investment company. Technology, employability skills, leadership and communications will be incorporated in classroom activities.

	Unit 12
	Project Management
Students will use project management techniques to lead a team and to establish an implementation plan.

	Outcome
	1.4	Knowledge Management and Information Technology: Demonstrate current and emerging strategies and technologies used to collect, analyze, record and share information in business operations.

	Competencies
	1.4.2	Select and use software applications to locate, record, analyze and present information (e.g., word processing, e-mail, spreadsheet, databases, presentation, Internet search engines).

	Outcome
	8.3	Project Management: Plan, manage, monitor, and control projects to improve workflow, minimize costs, and achieve intended project outcomes using planning and project-management tools.

	Competencies
	8.3.1	Compare and contrast the role and responsibilities of project sponsors, project managers, and project team members.
8.3.2	Explain the impact of expectation setting on project outcomes.
8.3.3	Define project objectives, scope, outputs, and resource requirements (i.e., project charter and statement of work).
8.3.4	Document, sequence, allocate, and schedule activities to facilitate on-time and on-budget completion of project by qualified resources.
8.3.5	Manage project scope and activities as project progresses (e.g., identify scope changes, monitor critical path, update project activities). 
8.3.6	Manage project schedule, resources, costs, and quality as project progresses (e.g., review project completion status, identify potential delays, review costs, review drafts). 
8.3.7	Monitor and communicate project status, issues and changes to stakeholders. 
8.3.8	Manage the project team throughout the project to reduce conflict, minimize rework, and meet the project objectives (e.g., enforce ground rules, identify and provide training, facilitate cross-team communications, catalog and resolve issues, provide feedback). 
8.3.9	Close project (e.g., obtain buyer acceptance, finalize billing, archive documentation). 
8.3.10	Evaluate project results (e.g., compare project results to expectations, conduct surveys, review lessons learned), and recommend follow-up actions.

	Instructional Strategies
Working in teams, students will create a solution to an issue in financial services. Students will develop a project plan for implementing the solution. Teams will complete the key deliverables for project planning (e.g., project schedule, project budget, project requirements and resource needs).  Each team should develop communication plans and draft communications to explain the project and its impact on people, technology and business operations.  The students should operate as a project team with defined roles and responsibilities as they complete the project.
	Instructional Resources
Integrating Project Management Skills Into Your Classroom
http://pmief.org/learning-resources/resources-for-youth/teachers
The Project Management Institute Educational Foundation (PMIef) has developed free curricula and other materials for teaching project management skills to secondary-school students. 

Project Management Basics
http://www.usability.gov/tags/project-management/
Usability.gov, which is managed by the Digital Communications Division in the U.S. Department of Health and Human Services’ Office of the Assistant Secretary for Public Affairs, focuses on making digital content more useful to government and private individuals. However, there are a number of project management articles and tools that would be useful to students (e.g., Project Management Basics, Develop a Project Plan, etc.).

Project Management Lesson
http://www.bized.co.uk/educators/16-19/business/production/lesson/project1.htm
This detailed lesson introduces the project management process.

Project Management Methodology Guidelines
http://www.chandleraz.gov/Content/PM000PMMethodologyGDE.pdf
Provided by the city of Chandler, Arizona, this 97-page e-book includes an overview of project management, a step-by-step guide to the phases of project management.




