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1. Introduction
This document was prepared by EEIG - European Economic Chamber of Trade, Commerce and Industry, Central Office for Business Communication and Marketing (here and after named GCL Central Office) as the owner of the GCL certification program to assist new GCL Test Centre applicants in the preparation of their application submissions to the GCL National Licensee. The Manual is also intended to function as a guide for the staff in order for them to become more familiar with the GCL certification program.   
The GCL Concept is based on the fact that Commerce has become one of fundamental academic streams consisting of a wide range of interdisciplinary branches including Economics, Finance, Law, Business Behavior, e-Commerce, Marketing and the usage of Information and Communication Technologies. As the global economy permanently creates new connections between people, companies and markets, the need for commercially orientated professionals from various background specializations is increasing rapidly. Therefore, GCL Concept would like to offer one of the important answers to nowadays challenges as certificates that can help individuals to find adequate job for their personal success as well as to help company managers to recognize better educated employees for commercial and company’s business.
2. GCL Curriculum
GCL Central Office, in cooperation with nearly two hundred well known experts and professors around the globe, has developed the GCL certification as pre-employment test of employee’s commercial skills which can help individuals as well as companies to achieve better business results. Nowadays the GCL is an internationally recognized certification program which comprises of four modules:

· Module 1 - ICT- Information and Communication Technologies

· Module 2 - Business Ethics and Behavior

· Module 3 - International Law and Regional Practices

· Module 4 - Economics and Finance

GCL Curriculum is a public document, available on the GCL web site – www.gcl.nu/Curriculum. Standard version is in English, but it is expected for a National Licensee (GCL NAC) to provide translation in local language. The GCL Curriculum expresses a certain level of knowledge and skills required from candidates in order to obtain the GCL certificate. 

3. GCL Compatibility
If potential GCL candidates already posses a certificate from recognized school or institution, which matches GCL module curriculum, such qualification can be accepted instead exams. Maximum of three exams can be replaced, and at least one of the GCL Module exams must be taken through GCL internet examination process.   
For example: GCL Module 1 – ICT could be replaced by certificates such as ECDL/ICDL, Microsoft, Cisco or IBM... High school diploma or a certificate in Law, Economy or Business, could also replace the appropriate GCL module. This decision will be made by an Approved GCL Examiner in GCL Test Center (GCL TC) and controlled by GCL National Licensee (GCL NAC) or the GCL Central Office.
4. The GCL elements:
GCL Candidate’s e-Index code represents an electronic form as alphanumeric code, located in a unique global GCL database, with candidate’s data and evidence of candidate’s GCL exams. Each candidate, when registering for GCL certification, must receive a personal electronic GCL e-Index code from the GCL Test Center. GCL e-Index code will be used for reviewing exams progress and print of GCL certificate.  
GCL Exam taking code represents a unique alphanumeric code which needs to be used for each GCL exam. This code can be used only once and will be annulled automatically through the testing procedure as participation for using GCL on-line testing software.

GCL Examiner code represent Examiners e-signature and is being used to confirm his/her presence at examination. 

GCL Certificate represents evidence of successfully passed all GCL exams. To avoid any possible falsification all GCL Certificates are stored on web site www.gcl.nu and can be printed as many times as needed simply by entering the Candidate’s e-Index code to the appropriate page - “check certificate”.
5. GCL Data Base and Administration

In order to preserve quality standards of administration and the testing process, the GCL Data Base and Administration is globally centralized at www.gcltest.net. It is linked under “Registered user” from web site www.gcl.nu too. It can be separately linked from each GCL NAC or GCL TC official web site too.  GCL NAC has full overview of all GCL TC activities.
GCL TC Administrator will receive from GCL NAC personal password for accessing the GCL Data Base and Administration that will enable him to: 
· Create Candidates record 

· Overview Candidates statistic

· Overview the question data base for each module 

· Overview active exams, statistics and history for GCL TC
· Stock control of e-Index and Exam taking codes, as well as new orders.

6. The Unique GCL Testing Procedure
In order to preserve quality standards of testing process, the GCL Testing Base is globally centralized at www.gcltest.net and linked under “Registered user” from web site www.gcl.nu. 

GCL TC Examiner needs to have GCL certificate or similar education which can match GCL Curriculum knowledge of using GCL Data Base. Every GCL TC must have at least one GCL Examiner who needs to be able to perform testing. GCL Examiner can work in more than one Test Center but always with different Examiner code connected with appropriated GCL TC. GCL TC Examiner will receive from GCL NAC personal password for accessing the GCL Data Base and Testing procedure that will enable him to perform candidate’s examination.
· Testing Base consists of a minimum 200 multiple-choice questions (MCQ) per each module.
· Candidate is not obligated to pass all modules in the same Approved Test Center, or in the same country. Since GCL is an international certification program, GCL Index activated in one licensed country is valid in all others.  

· Testing can be performed in an appropriate classroom of GCL TC or others suitable work space, by using computer connected on-line to the GCL internet testing system

· Before the start of the exam, GCL Examiner needs to check candidate’s identity and explain the rules of testing similar to all others examination as it is: do not use mobile phone, do not disturb others, forbidden transcript from others candidates or media and similar.  

· To ensure quality of examination, global statistic and all necessary evidence, GCL on-line testing system will require input of the: 

· Test Center code (received from GCL NAC when TC is established),
· Candidate’s e-Index code, 

· GCL Exam taking code (which will be annulled through testing process)

· Desired GCL Module for testing

· GCL Examiner’s code (Examiners can upload scanned certificate which matches GCL Module as a passed exam. National Licensee and the GCL Central Office can check the validity of this certificate within a maximum of three months. In case of any irregularity, National Licensee or the GCL Central Office will declare the exam invalid and request for its repeat)

· After completion of all required data, the system will, automatically and randomly, create Multiple Choice Questions (MCQ) test for the chosen module 

· Each GCL Module test consists of 36 MCQ. In order to successfully pass the exam, a candidate needs to answer at least 70% of questions correctly in a period of 45 minutes. All answers will be saved automatically for reviewing and can be printed at any time by the TC administrator, any GCL examiner or GCL NAC.
Note: Standard version of the Test Base is in English but National Licensees interested in a version in other languages should provide translation from their own resources.

7. Courseware 

Candidates can access GCL module testing without any previous training. In order to encourage candidates’ interest in the GCL certification program and to facilitate candidates’ preparation for the GCL exams, GCL NAC should provide appropriate courseware material.  Courseware represents electronic or paper based literature that covers GCL Curriculum for each module. National Licensees could use the literature in English recommended by the GCL Central Office (www.gcl.nu) or can make arrangements with third party to develop their own courseware and sell them to the local market. All local authors who produce GCL courseware must apply to National Licensees for authorization before they offer this courseware to the market. Only courseware approved by the GCL National Licensee or the GCL Central Office can be sold under the GCL logo in each licensed country. 
8. The role of GCL Test Centers
The key role of GCL TC is to facilitate candidates in taking GCL Exam. GCL Test Center (GCL TC) can be any legal institution, small or big enterprise, which have at least:

· two computers connected to the Internet, 

· well equipped premises for performing the on-line testing 

· at least one Authorized GCL Examiner. 
Only the approved GCL TC has the right to: 

· execute training for the GCL exams 

· perform testing for GCL certification program
GCL TC can organize preparation or testing on the customer’s location too, if it meets the above described conditions and standards. 

GCL NAC will conduct periodical audits of each GCL TC and verify that the Center is carrying out GCL certification program in accordance with the GCL Quality Assurance Standard. 
9. The approval process in forming GCL Authorized Test Center 
To successfully disseminate the GCL certification program, National Licensee should be able to establish a GCL Test Centers network. Test Centers can organize training as well as facilitate candidates in taking the GCL Exams. 

A Test Center can be any company or institution which is interested in operating as an Approved GCL Test Center. Each GCL TC has to authorize at least one Administrator for corresponding with GCL NAC. GCL TC must have at least one GCL Examiner approved by the GCL NAC for performing tests. The approval process involves the following actions:

· Submission of application forms for Test Center with Administrator and Examiners (Available on www.gcl.nu as well as web site of GCL NAC)

· Review of the premises, staffing levels and qualifications

· Training of Test Center’s staff if needed (usage of GCL Data Base – testing and administration)

· Approval of the GCL TC Application by GCL NAC

· Delivering GCL TC Codes

· Assigning passwords to GCL TC Administrator and GCL Examiner for accessing to GCL Administrative Base linked from www.gcl.nu or web site of GCL NAC to http://www.gcltest.net/a_pages/admin_login.aspx. For personal security reasons it is recommended to change password immediately after first access to GCL Administration Base. 
Potential Test Centers should be able to demonstrate ability to successfully market and further develop GCL certification program locally. In case of eventual irregularities in the Test Centers, such as not meeting the requirements of quality, not paying the annual fee, or similar, GCL NAC can dismiss this GCL TC from GCL societies and switch off them from GCL activities. 

In case GCL NAC would like to stop its activities with GCL certification program, GCL Central office will provide continual work for all established Test Centers at least till the end of its licensed period and offer them extension of TC licensee activities.
10. The Unique GCL national and local test centers network 

After accepting TC Application form attached to this Terms and Conditions GCL NAC will authorize GCL TC by assigning unique GCL Test Center code. The code will consist of GCL NAC code and two additional alphanumeric characters (example: MEX1 01 represents the first GCL TC established by the first GCL NAC in Mexico; Code USA3 A1 represents one hundred and first GCL TC established by the third GCL NAC in USA). 


Also, GCL NAC will authorize GCL Examiners by assigning next three additional alphanumeric characters (for example: MEX1 01 ax7 or USA1 A1 0k1)
With these kinds of codes every GCL NAC, TC or Examiner worldwide will have personally recognized characters for unique GCL Data Base and all functionality as well as designed statistic.


As GCL is globally oriented with unique Curriculum and unique test base, candidates can take exams at Test Centers of personal choice or even in different country for each CL module.

11. Revenue sources for GCL Test Centers (GCL TC)
To enable normal GCL TC work GCL Standard provides following basic revenue sources for a Test Centers:  

Sale of GCL e-Index codes: It is recommended to set national standard prices in accordance with local market conditions and GCL Global Strategy. In order to prevent irregular competition on global level and to preserve GCL Quality Standards, minimum end user price is determined 30 Euros per GCL E-Index Code. Special discount of 25% under this price can be awarded to students and unemployed. Candidate can buy e-Index code only from the GCL TC and TC can buy e-Index codes only from GCL NAC. GCL TC is not obligated to pay any additional fees or compensations to the GCL NAC or GCL Central Office regarding incomes of e-Index sale.

Sale of GCL Exam taking codes: Both, Authorized Test Centers and GCL NAC can buy these codes directly on GCL data base, price 2.euros/each and quantity of minimum 100 units. The quantity below minimum, GCL TC can buy from GCL NAC under the price they arrange. In order to prevent irregular competition between GCL TC’s and to save GCL Quality Standards, the minimum price of each GCL Module examination, can be determinate by GCL NAC but GCL TC can create own price list for GCL testing. GCL Test Centers are not obligated to pay any additional fees or compensations to the GCL NAC or to the GCL Central Office regarding income from GCL examination.

GCL Test Centers can create special prices for teaching and preparing Candidates for GCL examination. GCL TC is not obligated to pay any fees or compensations from this income to the GCL NAC or to the GCL Central Office.
12. GCL Test Center obligation: 
· GCL TC has not any financial obligation to GCL Central Office
· GCL TC has only financial obligation to GCL NAC for check and approval GCL Test Center working condition, check and approval qualification of GCL Examiners and regular annual fee for the GCL Test Center network. While conducting Test Center registrations, GCL NAC have to accept free of charge at least one GCL Administrator authorized by owner or CEO of Test Center for financial and other correspondences. 
I confirm that I have read, understood and agreed with the Test Centre Terms and Conditions

_____________________________________________

/printed name and surname of the Test Centre representative/

_____________________________________________
/signature/
Appendix I
GCL Test Center - Application Form
Authorized GCL Test Center (GCL TC) can be any legal institution, small or big enterprise, with at least:

· two computers connected to the Internet, 

· well equipped space for performing the on-line testing and 

· minimum one Authorized GCL Administrator educated to work with GCL data base as well as Authorized GCL Examiner educated for using GCL Internet Test application. Same person can perform both jobs but with different GCL data base entrance code.

Only GCL TC approved by their National Licensee or GCL Board of Directors has the right to 

· organize testing for GCL certification program

· run training for the GCL exams
GCL TC can manage preparation for GCL testing or final testing even on the customer’s location if it meets GCL described standards. GCL TC is authorized to run examinations for all candidates, including those who are not taking a preparation course.
To avoid double examinations GCL TC is authorized to accept similar certificates to GCL Modules from other educational institutions. This certificates need to be scanned and through exams procedure uploaded to GCL data base instead of passing through questionnaire of particular GCL Module. Maximum of three GCL Modules can be replaced this way but minimum of one GCL Module needs to be passed through the regular questionnaire procedure. 

Applicant’s general information:

	Company’s name:
	

	Year established:
	

	Address:
	

	Postal Code and City:
	

	Country:
	

	Telephone number(s):
	

	e-mail address:
	

	Website:
	


Training or testing history:

Please describe if you have been working with any certification programs similar to some of the GCL modules? 

	


	Which of GCL modules could be replaced by certification program you are already working with? 


	Module 1. - Information and Communication Technologies (ICT)

Example: GCL Module ICT can be replaced with ECDL / ICDL, Microsoft, IBM, Cisco or others similar ICT certificate
Module 2. - Business Ethic and Behavior

Describe here…
Module 3. - International Law and Regional Practices

Describe here…
Module 4. - Economy and Finance

Describe here…

	How many candidates in total have completed any training program with you in the last years?
	 


Physical description of premises/technical capacities: 

	Please describe the testing area (space m2, light well/bad, windows, air condition, etc):
	

	How many PCs you have available for testing?
	

	Is testing area appropriate for testing people with disabilities? (optional)
	

	Web (Internet) connection details:
	


Contact information:

GCL TC Authorized Administrator (Must be authorized for correspondence with GCL National Licensee or GCL data base for ordering testing codes, make candidates evidence, exams overview, etc.)
	Name:
	

	Position:
	

	Telephone number:
	

	e-mail address:
	


GCL Authorized Examiner(s):

Please, insert only their names here and fill attached Examiner Application Form.

1.

2...

· Examiner Application Form (For each GCL Authorized Examiner must be filled Examiner Application Form separately).
Note: All jobs (administration and examination) can do same person but with different GCL data base entrance code.
Please attach with this application (in JPG or PDF format only):
· Company logo picture,

· Photos of TC, testing rooms/offices,  

· Company registration papers and 

· Examiner Application for each GCL Examiner candidate.

Filled by GCL Test Center Authorized Person



Printed Name:
_______________________

Position
 _______________________

Signature:
_______________________
   Date:
_______________________

This Application form with all requested documentation needs to be e-mailed to (any of) GCL National Licensee in your country and e-mail copy to GCL Central office: newtestcenter@gcl.nu. If there are no GCL National Licensees or you are not satisfied with existing, than please send Application and documents (with explanation) just to GCL Central office e-mail: nonac@gcl.nu and you will receive response by the GCL Board of Directors immediately.

.......................... For official use only ..........................................

Acceptance confirmation

With this, GCL Test Center (Company name and place) is become authorized by:
	GCL National Licensee, name and place:
	


Address:



Date:


Responsible person: 


/ printed name and surname /

	NAC1
	TC


e - Code given to Test Tenter: 

(Shown with GCL NAC code)

Signature:


Appendix II

GCL Examiner - Application Form
Only authorized GCL Examiner can perform GCL testing. GCL Examiner can work only within authorized GCL Test Centers and needs to have at least following qualifications:

· GCL Certificate or 
· Similar qualification that matching GCL Curriculum and Knowledge for running GCL Internet test application. 
GCL National Licensee will Authorize GCL Examiner by giving them personalized e-code (connected with GCL Test Center code) for entering into test procedure as confirmation of its presence when performing tests as well as password for entering into GCL Administrative Base to check candidates details, examinations overview and dBase of GCL questionnaire. GCL Examiner can work simultaneously in many authorized GCL Test Centers but always must use its code connected with particular Test Center where the test is performing. GCL Examiner certificate is not time limited but if some of Test Centers failed to extend its yearly GCL membership, examiners from this Test Center cannot work anymore with this particular e-code and will be automatically registered in GCL Freelancer Data Base and listed as Non Active Examiner as an good opportunity for a new job with another authorized GCL Test Centers on the territory. 

1. Examiner Applicant’s general information

	Name:
	

	Surname:
	

	Date of Birth:
	

	e-mail:
	

	Street:
	

	City:
	

	ZIP code:
	

	Country:
	

	Tel:
	

	Cell phone:
	

	Occupation:
	

	Gender:
	 FORMCHECKBOX 
 Male         FORMCHECKBOX 
 Female


2. Professional qualifications

	Skills for using GCL data base:
	 FORMCHECKBOX 
 Yes          FORMCHECKBOX 
 No

	GCL certificate number:
	

	Other qualifications similar to GCL Curriculum:  
	


Signature of Examiner Candidate: ______________________

After Authorization Examiner will work within GCL Test Center (name):_____________________________________

Signature of GCL TC authority: ______________________

........................................... For GCL NAC official use only..........................................
Acceptance confirmation

With this GCL Examiner is Authorized by:
	GCL National Licensee name and place:
	


	NAC1
	TC
	exm


Authorized GCL Examiner code will be: 
(Shown together with NAC and TC code)

Passwords for the first enter to the GCL Administrative Data Base: 5c9 *(please change when first log in).
Responsible GCL NAC person / printed name and surname /: _________________________
Date:______________________




Signature: ___________________
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