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1. Introduction 

The guidelines for Certified Project Manager (IPMA Level C) certification explain:  

· the requirements for candidates 

· the certification and recertification procedures  

Certification is based upon: 

· the standard ISO/IEC 17024 for certifying persons 

· the IPMA Competence Baseline (ICB), Version 3.0

· the IPMA Certification Regulations and Guidelines (ICRG), Version 3.00 

· PMAC-AMPC CB certification guidelines & rules.

These documents must be taken into consideration for a proper understanding of the process.

The certification system under the rules of PMAC-AMPC CB is based on the ICB and ICRG.  

The present document is intended as a brief introduction to Certified Project Manager certification for candidates, supervisors, HR managers and other interested parties. 

1.1. Confidentiality 

All information and documents submitted by candidates are treated in strict confidence by the certification office. The documents are accessible only to authorized individuals at the certification office, the assigned assessors and in the event of an appeal the appeal committees, but not to candidates. 

1.2. Certification dates 

The dates for certification are set by the certification office. Generally, two public certification programmes are held each year.  

2. Aim of certification 

The aim of certification is to ensure that the skills necessary for a project manager can be documented by a certificate of achievement. The combination of theoretical knowledge and practical experience enables a certified project manager to manage projects with limited complexity. The certificate is issued by the certification office. It is internationally recognized.  

3. Previous training and experience 

Upon registering for certification, the candidate must demonstrate that he or she meets the necessary registration requirements. In particular, he or she must have at least 3 years of proven practical experience in a project management position of projects with limited complexity or as a PM consultant, assistant or deputy, engaged in all competence elements of a complex project. 
4. Registration requirements 

To register for certification at IPMA Level C applicants must have at least three years of project management experience in responsible leadership functions of projects with limited complexity (entry requirement).  
The applicant shall be able to manage projects with limited complexity, and / or to assist the manager of a complex project in all competence elements of project management (core competence), i.e. the candidate
· is responsible for managing a project with limited complexity in all its aspects, or for managing a sub-project of a complex project;

· applies common project management processes, methods, techniques and tools.

The certification office decides on the equivalent nature of other training and professional experience.  

The decision to admit a candidate to the programme is based on the Application for Certification and candidates are notified in writing accordingly. If a candidate is rejected, the rejection letter will state the reasons why and include instructions for appealing against the decision, naming the appeal body and the deadline for filing appeals. 

5. Certification process  

5.1. Basis for certification 

Those interested in certification can obtain the documentation for candidates from the certification office on payment of a fee based on the fee schedule.  
The documentation, excluding the ICB, is available free on the PMAC-AMPC CB web site at www.ipma.ir/cb in a downloadable format which cannot be processed.  
For a fee, the ICB is also available as a bound paper document, or as a CD.   
If the applicant so wishes, the full current documentation for candidates can be supplied in hard copy against invoice.  

5.1.1. Rights and obligations of candidates 

Rights 

Candidates may 

1. reject the assigned assessors, stating the reasons in writing (Rules); 

2. appeal against the decision of the certification office at each stage in the certification process (Rules);
3. file a complaint at any time about the administrative handling of the certification process by the certification office (Rules).  

Obligations

Candidates  

1. authorize the certification office and assessors to obtain supplementary information on statements from the references listed (employer, client, project staff etc); 

2. are responsible for all copyright and similar issues relating to the project and documents used. 

5.2. Certification period 

The following table is a rough guide to the times required for each stage of the certification process:

	Stage
	Time

	1. Application for certification
	Approx. 1 month

	2a. Written examination
	Approx. 1 month

	2b. Short project report
	Approx. 2 months

	3. Interview
	Approx. 1 month


5.3. Delays and extensions 

If a candidate misses any deadlines set by the office for submitting documents (self-assessment, project description, project report) by more than 5 business days, he or she will automatically fail. In consultation with the assigned assessors, the director of the certification division may approve a request for an extension, provided this is submitted by the candidate in advance and clearly states the reasons for the request.  
5.4. Overview of the certification procedure  

Figure 1 shows the certification procedure. The certification process involves four stages:

· Stage 1 – Application for certification, self assessment  

· Stage 2a – Written examination  

· Stage 2b – Short project report 

· Stage 3 – Interview
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Fig. 1: Certification Procedure

5.5. The certification stages in detail 

5.5.1. Stage 1 – Application for certification and self assessment 

By submitting an application for certification, the candidate officially registers for the certification process. The information in the application is used by the certification office and the director of the certification division to check that the candidate meets the requirements for registration.   

The application for certification is part of the candidate’s documentation.  

The candidate’s self assessment consists of the completed self-assessment form (Self-Assessment Guidelines).  

Candidates who meet the requirements will be registered for the certification programme and receive the following documents from the certification office:

· confirmation of acceptance or confirmation of conditional acceptance 

· invoice for the second stage of certification.  

If candidates fail to meet the requirements, they will be notified in writing, stating the reasons. 

5.5.2. Stage 2a – Written examination 

The exam shall be a written exam, which may be supplemented by an oral exam. It shall be of at least 2 hours duration and may be composed of several kinds of questions:

· Direct questions (multiple choice: selection of answers from a short list; questions requiring an answer of 1-2 sentences). 

· Open essay (proposal, calculation, process description). 

· Intellectual task (mini-case study.)  

Computer assisted evaluation may be used for the first category.

	Type of task
	Minimum number of covered competence elements
	Time

	Direct questions
	35% of elements
	

	Open essays and /or intellectual tasks
	2 elements per range
	

	Total
	
	2 hours


The written examination takes place under the supervision of an assessor from the certification office. Only those candidates who meet the registration requirements will be admitted.  
The candidates may bring along and refer to any documents they wish, however no electronic devices may be used other than calculators for the basic operations.  

The candidates’ answers will be assessed and evaluated by an examination team of assessors.  

In substantiated cases (not achieving the requisite number of points), candidates may no longer be admitted to stage 3 (short project report and interview). The candidate will be notified of the result in writing.   

Candidates who meet the requirements will receive the following documents from the certification office:

· results of the written exam 

· delivery deadline for the short project report 

· invoice for the third certification stage  

5.5.3. Stage 2b – Short project report  

In the short project report, the candidate describes the management of a project of limited complexity where he or she acted in the project management position or as a key PM consultant in a document of about 5 to 15 Letter format pages and a maximum of 10 pages of attachments.  

These documents will be used as the basis for the interview.  

The assessors review the documentation and may 

· approve 

· conditionally approve (supplementary information required) 

the candidate for interview.
The candidate will be notified of the results in writing, stating the reasons.   

5.5.4. Stage 3 – Interview  

A short, high level management style presentation of the report by the candidate may be a part of the interview. The candidate is interviewed by two assessors for 1 to 1½ hours (if a workshop is included as part of the process, the duration of the interview may be reduced by 20 minutes). The assessors verify that the candidate is the author of the short project report and give the candidate an opportunity to present his or her knowledge and experience in more depth. 
At least 6 technical, 2 behavioural and 2 contextual competence elements are addressed in the interview.

At the end of the interview the assessors may provide feedback to the candidate about his strengths and weaknesses.

5.6. Completion of the certification process  

The certification process is completed by presentation of the certificate to the candidate.  

5.7. Validity of certification 

The certificate is valid for a period of five years. Certified Project Managers are personally responsible for extending the certificate for a further five years. They are notified of the requirements for recertification in writing by the certification office three months before the certificate’s expiry date. Certified Project Managers are required to notify the office of any change of address. 

5.8. Misuse of certification 

Certificates may not be misused by giving false or misleading information on the content, person, area of validity, period of validity or certification office. Serious complaints and misuse will result in immediate withdrawal of certification. Improperly issued certificates may be cancelled. 

5.9. Appeals and complaints 

After each stage of certification candidates may appeal against the decision of the certification office or file complaints about the administrative handling of the certification process (see Rules).

5.10. Rights and obligations of certificate holders 

Rights 

Certified Project Managers are entitled to use the title Certified Project Manager IMPA Level C during the period of validity of the certificate.  

Obligations

Certified Project Managers undertake to observe the standards required by the certificate, in particular:
1. Monitoring: Any Certified Project Manager may be required by the certification office at any time to attend extraordinary recertification if justified complaints make this necessary.
2. Reporting: Certified Project Managers must report complaints about themselves which relate to the certified area of specialization to the certification office in writing without delay, accompanied by a personal statement.

6. Recertification

To renew certification, the candidate must provide evidence that he or she is active as a project manager and has undergone further training with respect to the elements of knowledge and experience in the ICB. These requirements are described in the application for recertification.  

Recertification requirements 

Candidates must hold a valid certificate (initial certification or recertification). If the certificate has expired, the following rules apply:  

	Expired for up to
	Minimum requirements

	6 months
	Supplementary evidence of practical experience

	Over 6 months
	The full certification process must be completed


The certification office will notify Certified Project Managers of the need for recertification approximately three months before their certificate expires.   

The following evidence is generally required for extension:  

Evidence of work: Written confirmation that the Certified Project Manager has worked in several different areas of project management as project manager or supervisor since obtaining the certificate or the last extension thereof.  

Evidence of further training: Certification of further training since initial certification or the last extension thereof in the knowledge elements of the ICB. Confirmation of professional events attended or hosted and publications and lectures on project management.
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