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1. General provisions 

1.1. Object

The short project report is an opportunity for candidates to show that they have sufficient competence to manage a project of limited complexity and are able to take a correct technical and methodological approach to such a project.  

1.2. Basis

The basis for the creation of the short project report is the project list submitted with the self assessment.  

1.3.  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.  
1.4. Rights

The candidate authorizes the certification office and assessors to obtain supplementary information on statements from the referees listed (employer, client, project staff etc). The candidate is responsible for all copyright and similar issues relating to the project and documents used.  
1.5. Signature 

The candidate confirms by signing that all details provided are accurate and that he or she accepts the general provisions.  
1.6. Administrative provisions 

The short project report must be submitted to the certification office in duplicate by the date stated. Any delay in submitting the documents is subject to the provisions of section 5.3 of the Guidelines (Delays and extensions).   
2. Short project report 

2.1. Introduction 

The short project report helps assessors decide if 
· the project the candidate intends to use in the short project report is sufficiently demanding and recent 
· the candidate worked on this project as project manager or key PM consultant.  
2.2. Choice of project  

In choosing the project the following points must be considered:  
· It must be a real project on which the candidate worked as project manager or key PM consultant; 
· The project must at the least have a few dependent subsystems and elements as well as context relations, i.e. a few important interfaces; 
· The project must be recent, i.e. have been completed not more than two years ago; 
· A current or completed project must have gone through at least two project phases which should be of a reasonable duration; 
· The project must show use of the customary project management methods, techniques and tools for projects of limited complexity; 
· It must involve several different disciplines and several different organizational units; 
· The project may not have been used for competence certification elsewhere or already have been published in this form.  
2.3. Description 

The short project report shows the application of project management skills comprising a sufficiently large number of experience and knowledge elements from various sections of the ICB. The following minimum figures are intended as a guideline:  
	Area
	Application of PM in
	Interview coverage

	Technical 
	Minimum of 12 elements
	Minimum of 6 elements

	Behavioural  
	Minimum of 5 elements
	Minimum of 2 elements

	Contextual
	Minimum of 4 elements
	Minimum of 2 elements

	TOTAL
	Minimum of 21 elements
	Minimum of 10 elements


The report must be organised so that the application of project management competencies is clearly evident in terms of the different elements of the ICB (referenced in the project report).  The candidate is encouraged to demonstrate competence in as many elements as possible.

The following should also be clearly shown: 
· the circumstances leading to the project;  
· the applicant's personal role in the project, responsibilities and experience; 
· the project management team and management responsibility;  
· the ability to ask the right questions and get answers. 
The major part of the report shall cover the

· management challenges, how these were handled and reflections upon the results

· project analysis and lessons learned.

If some competence elements were not relevant in the reported project, the candidate can be asked in the interview why this was the case and how the candidate would have dealt with them in another project.

2.4. Report structure 

The following is an example of how to structure a short project report, with particular reference to the candidate’s contribution to project management: 
1. Introduction or summary 
2. Background, use of project management, client/customer  
3. Project objectives, project context,  
4. Project organization, roles, responsibilities, contracts 
5. Management, decision making, negotiations, teamwork, conflicts 
6. Project structures, project planning and control (work, deadlines, costs etc) 
7. Risks, changes, optimization, controlling, problem solving 
8. Relationship to parent organizations and their management  
9. Quality management, marketing, accounting, security 
10. Project information and documentation, IT 
11. Special features of the project  
12. Project results and the results of each project phase, project management analysis, conclusions  
2.5. Format 
The cover and last page of the short project report must be in the same format as the enclosed samples (annexes 1 & 2).  
The cover page must be followed by a table of contents indicating the structure of the document.  
The body of report should comprise 5 to 15 Letter format pages and 10 pages of appendices (maximum). The number of pages relates to a report produced with a font size of 11 pts.   
At the end of the report there must be a list of references showing the technical literature used including internal manuals, directives or guidelines, whether these are cited in the report or not. The number of reference works listed is not relevant for the evaluation of the report.  
In the case of published documents, a citation and/or inclusion in the list of references is sufficient. Internal company documents used in producing the short project report should under certain circumstances be brought to the interview.  
2.6. References 

Give at least two people as referees, providing the following information: 
· Last name 
· First name 
· Company 
· Current telephone number 
· Position/role of the referee in this project.  
2.7. Use 

Both copies are distributed to the assessors. They are subsequently filed at the secretariat of the certification office, along with the candidate’s records. The certification office may only make use of the content or make further copies with the candidate’s consent. In the event of an appeal, the appeals committee will refer to the candidate’s file for its deliberations.  

3. Annexes 

3.1. Annex 1:  Cover page for the short project report    

Last name, first name:   
Short project report  

for certification of project managers (IPMA Level C)   
Place, date:
3.2. Annex 2:  Last page of the short project report    

I declare that I have produced the present document without outside help, identified the literature used, and that the project it describes has not been submitted elsewhere for competence certification or published in this form.     
Date       




Signature:

PMAC-AMPC CB

1

