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The Institute of Professional
Managers & Administrators

The Institute of Professional Managers & Administrators -
the Management Body with an International Membership -
Jor Professional Managers, Administrators and Supervisors

In today’s progressive, competitive world, management and administration have become an art, a
profession. Good management/administration and leadership is ever more important in business,
commerce, industry and in government, owing to the continued development of sophisticated office

and production equipment, communication systems and the need for a more effective and

understanding approach towards those who work in all areas. The modern manager or administrator

needs to be able to motivate his/her subordinates and to provide them with leadership; to organise

and to co-ordinate their activities for the best results; to train them; to motivate them; to control them

and the resources which they use. All this, whilst maintaining excellent lines of communication with
subordinates, colleagues, superiors, customers, clients, suppliers and other stakeholders. Good

managers and management need to be recognised and encouraged for their training and experience.

Membership of the Institute is open to those engaged in management or administration and those
whose duties involve the supervision or management or administration of the work of others, covering
all areas of commercial, industrial and governmental activity. IPMA Members have a common interest
in improving managerial and administrative skills, and in maintaining the integrity of these most
important of professions.

In every country managers and administrators face problems - some are international in scope, others
are more specific to their own countries - but many of those problems could be avoided or overcome
by foreknowledge, by training and by experience. The knowledge and experience gained by a manager
or administrator in one country can frequently be adapted and used by a manager or administrator

in another country.

THE OBJECTIVES OF THE INSTITUTE
The objectives of the Institute are:-

[l the promotion and advancement of efficient and effective management and administration in
business, commerce, industry, public sectors and public services in countries all over the world, and

[l to offer recognition for managerial expertise, managerial training undertaken and awards gained.
The Institute endeavours to achieve its objectives in the following ways:-

[l by encouraging the membership of qualified and experienced managers and administrators from
all fields of management and administration as Full Members and/or Fellows;

[l by encouraging the membership of junior managers, supervisors, foremen and management
trainees as Associate Members and encouraging them to undertake training and studies;

[l by encouraging Members to contribute information about themselves, bulletins and photographs,
and making available information received from IPMA Members on managerial employment
vacancies and opportunities for international trade;

[1 by conducting Advanced Certificate Examinations, under invigilation, on a range of management
and administrative subjects.

IPMA2007



MEMBERSHIP CRITERIA
CRITERIA FOR ELECTION TO MEMBERSHIP GRADES

Membership is open to men and women over 18 years of age who are engaged in, intend to become
engaged in, or who have been engaged in management/administration, in any country of the world.

All applications for Membership are assessed by the Institute to ensure the maintenance of
consistently high standards of admission to Membership. The Board considers the possession of
practical managerial/administrative experience and skill to be as important a qualification for
Membership as the possession of professional and/or academic qualifications. The following is a
guide to the Membership Grades for which applications may be made:-

ASSOCIATE MEMBER (AlnstPM)

Open to those holding junior management/administration or supervisory posts, including foremen,
and/or to those who have undertaken training or courses of study on management/administration,
recognised by the Institute. (Transfer to Full Membership is possible on passing one of the Institute’s
Advanced Certificate Examinations).

FULL MEMBER (MlnstPM)

Open to those holding middle or senior management/administration positions, and/or to those holding
management qualifications recognised by the Institute, who have also had adequate practical
managerial/administrative experience.

FELLOWSHIP (FlnstPM)

Open to those holding top managerial/administrative posts in commerce, industry or government,

or who have made an outstanding contribution to management - in their own countries or
internationally, and to those who have been involved professionally in the training of managers.

Membership is also available to suitably qualified/recognised engineers, architects, lawyers,
accountants, teachers, those involved in construction and project development, officers in police
forces, the armed forces and central and local government. (Advice on how to advance to a higher
membership grade through training/study is offered on request.)

ACCEPTANCE TO MEMBERSHIP

On election to Membership, each Member is sent:-

1. The Institute’s Membership Certificate stating the Grade of Membership conferred.
2. A Membership Card with a photograph of the Member (if supplied).
3. A quarterly Newsletter.

THE IPMA CODE OF PRACTICE

Acceptance of the Institute’s Code of Practice is mandatory on all Members and acceptance of the
Code is expressly warranted by the signing of the Institute’s Application for Membership Form.

1. Professional Conduct. In the conduct of designated duties, a Member must act with integrity and
must respect and uphold the dignity of professional management. A Member must not act in any way,
or be involved in any activity which might debase or discredit professional management or the Institute.

2. Acceptance of Responsibility. A Member must accept the responsibilities - both specific and
general - of management towards their organisation, subordinates and the community at large, and
similarly must accept all responsibilities to the Institute.

3. Improvement. A Member must ever strive to increase their own knowledge of their profession,
to improve the reputation of the profession as a whole, and by training and motivation improve the
knowledge and abilities of subordinates.

4. Factual Information. A Member must not in the course of designated duties wilfully disseminate

false or misleading information. A Member must at all times act honestly and in such a manner that
superiors, subordinates, customers/clients and suppliers are not caused to be misled in any way.
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HOW TO APPLY FOR INSTITUTE MEMBERSHIP

Fully complete the Application Form overleaf and attach all supporting documents - if you are not
certain of the Membership Grade for which you should apply, you may leave the decision to the

Membership Board. Then post this Form, supporting documents/C.V. and two passport-size

photographs of yourself - together with your initial Membership Subscription —to your local area Affiliate Center.

INSTITUTE EXAMINATIONS

Examinations for the Institute’s Advanced Certificates are open only to Members. The Institute’s six
Advanced Certificates are in:

[ ] Management & Human Resources; L] MarkMarketing Theory & Practice;
[ | Business Administration; [] FinanFinancial Management and Accounting;
[ Tourism, Hotel & Hospitality Management; [] Strategic Management.

Examinations are held under strict invigilation; rules, regulations and syllabuses are available from
the Institute’s Examinations Secretary, and will be supplied automatically to all new Members. If you

wish to take - and pay for now - an Advanced Certificate Examination, tick the appropriate box(es)

and add US$120 or £60 for each Examination to the Subscription Fee you are now paying.
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The Institute of Professional
Managers & Administrators

APPLICATION FOR MEMBERSHIP

(please complete this form in CAPITAL LETTERS)

A. |the undersigned hereby apply for Membership of the Institute of Professional Managers & Administrators, and
if elected agree to abide by the Institute’s Code of Practice and Rules.

| enclose herewith the sum of being Membership Subscription for one year/three years/life (delete
those which do not apply) from the date of my election to Membership of the Institute.

| understand that the payment will be refunded if | am not elected to Membership. My application is for (rick as

appropriate): [1 ASSOCIATE Membership; [1 FULL Membership; [ FELLOWSHIP of the Institute, but | agree
to abide by the Membership Board's decision should a different Grade be conferred upon me, and | agree that

the Subscription paid may be transferred from one Grade to another.
| certify that all information which follows is true and accurate.

Date: Signature:

FULL NAME:

(write your name exactly as you would wish it to appear on your Membership Certificate)

FULL ADDRESS for communications:

Telephone/fax No. Email: Date of Birth:

B. Current employer:

Name of Organisation:

Address of Organisation:

Telephone No.

Nature of business: Email.
Date first employed: Number of staff directly responsible to you:
Present position (designation/title): Date appointed:

C. Academic and professional qualifications, training undertaken or being undertaken, courses completed or being

studied now (copies of certificates/diplomas or curriculum vitae to be attached):

D. Details of previous career and managerial experience (if necessary, continue on separate sheet):

E. Name and address of a person (an Institute Member if possible) who can, if required, confirm the above facts:

IPMA Membership No: Reference Number:
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