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Course Overview

Investment Fund Administration Operations Training Course is a ten-day course for fund operations staff
and oversight teams who leave with an Investment Fund Administration Operating Control File. Participants
connect the fund service provider map, investor register control, transaction and cash evidence, net asset
value support, cash and position reconciliations, the fund reporting calendar, exceptions, and administrator
oversight. These controls make operating ownership and unresolved items visible across each processing
cycle. Investment fund administration operations are taught by Agile Leaders Training Center.

Who Should Attend

• Fund administration functions responsible for operating records, processing calendars, and control
evidence

• Fund accounting functions responsible for ledger inputs, accrual support, and valuation packs
• Transfer-agency functions responsible for investor onboarding, registers, subscriptions, and

redemptions
• Operations analysis functions responsible for reconciliations, exceptions, and reporting readiness
• Oversight functions responsible for service-provider review, issue ownership, and escalation

The course assumes participants already support financial operations and leaves out investment advice,
portfolio selection, legal interpretation, and software certification.

Departments and Industries

The course supports investment fund administration across asset managers, third-party administrators,
custody services, retirement vehicles, and institutional investment operations.

• Asset management operations
• Third-party fund administration
• Custody and depositary operations
• Retirement and pooled-investment administration
• Institutional finance and accounting services

Learning Objectives

By the end of this course, participants will be able to:



• Analyze fund structures and allocate service-provider responsibilities
• Build investor onboarding, register, and transaction controls
• Apply fund accounting, accrual, and net asset value support checks
• Use cash, position, and unit reconciliation methods
• Prioritize exceptions through reporting and escalation calendars
• Evaluate administrator evidence through an operating control file

Course Agenda

Day 1: Fund Operating Model

• Fund Structure Classification Map
• Investment Fund Lifecycle Process Map
• Service Provider Responsibility Matrix
• Fund Document Data Extraction Sheet
• Operating Calendar Dependency Chart

Day 2: Governance and Oversight

• Administrator Oversight Control Framework
• Segregation of Duties Assessment Grid
• Service-Level Evidence Register
• Issue Ownership and Escalation Matrix
• Operating Procedure Approval Log

Day 3: Investor Onboarding Controls

• Investor File Completeness Checklist
• Account Opening Data Validation Sheet
• Investor Risk Review Handoff Record
• Standing Instruction Verification Log
• Onboarding Exception Decision Register

Day 4: Register and Dealing Operations

• Unit Holder Register Control Sheet
• Subscription and Redemption Workflow Map
• Dealing Cutoff Exception Tracker
• Unit Movement Reconciliation Template
• Investor Communication Release Checklist



Day 5: Transactions and Cash

• Trade Capture Completeness Control
• Cash Movement Authorization Matrix
• Settlement Status Monitoring Board
• Bank Account Signatory Review Sheet
• Failed Transaction Escalation Log

Day 6: Fund Accounting Support

• Fund Chart of Accounts Mapping Sheet
• Income Recognition Support Schedule
• Expense Accrual Control Register
• Fee Calculation Input Checklist
• Corporate Action Booking Evidence Log

Day 7: Net Asset Value Support

• Net Asset Value Input Control Checklist
• Price Source Verification Matrix
• Valuation Exception Review Record
• Units in Issue Reconciliation Sheet
• NAV Pack Approval Evidence Index

Day 8: Reconciliations and Exceptions

• Cash Reconciliation Break Log
• Position Reconciliation Difference Report
• Register-to-Ledger Control Bridge
• Exception Aging Priority Matrix
• Break Resolution Evidence Checklist

Day 9: Reporting and Service Review

• Fund Reporting Calendar
• Financial Statement Support Index
• Investor Reporting Release Control
• Administrator Performance Review Scorecard
• Open Issue Governance Dashboard



Day 10: Fund Administration Practice

• Service Provider Responsibility Exercise
• Investor Register and Dealing Simulation
• NAV Input and Reconciliation Exercise
• Reporting and Exception Review Exercise
• Capstone Investment Fund Administration Operating Control File

Practical Exercises

The course uses suggested activities drawn from asset managers, administrators, custody services, and
institutional finance teams.

• Suggested activity: allocate responsibilities and evidence across a fund service-provider scenario
• Suggested activity: process investor and dealing records through register and cash controls
• Suggested activity: assemble NAV support inputs and resolve cash, position, and unit breaks
• Suggested activity: review reporting readiness and close exceptions in an operating control file

FAQs

Who does the Investment Fund Administration Operations Training Course suit and
what does it assume?

The course suits fund administration, accounting, transfer-agency, operations, and oversight staff who
already support financial processing and need a foundation in connected operating controls.

How does investment fund administration operations training differ from portfolio
management training?

Investment fund administration operations training controls records, transactions, valuations, registers,
reconciliations, and reporting; portfolio management training focuses on selecting and managing
investments.

What belongs in an Investment Fund Administration Operating Control File?

An Investment Fund Administration Operating Control File contains responsibility maps, onboarding checks,
register controls, cash evidence, accounting schedules, NAV support, reconciliation breaks, reporting
calendars, oversight reviews, and escalation records.

How are fund administration exceptions controlled?

Fund administration exceptions are controlled by recording the break, source, impact, owner, aging,
evidence, escalation route, corrective action, and closure approval in a shared exception register.



How does fund administrator oversight use operational evidence?

Fund administrator oversight compares agreed responsibilities, service evidence, open issues, reporting
readiness, and escalation outcomes against an operating calendar and documented review criteria.

Conclusion

Participants take back an Investment Fund Administration Operating Control File linking structures,
providers, investors, transactions, cash, accounting support, NAV inputs, reconciliations, reporting, and
oversight. It makes dependencies, evidence, and unresolved exceptions visible across the operating cycle.
The file helps teams assign ownership, review administrator outputs, and preserve a traceable basis for
operational decisions.
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