
Recertifi cation: 
 The Key to Continued Professionalism

•Those who applied to sit for the CPS

  Examination after January 1, 1988, 

  are required to recertify. 

•All CAP holders are required to recertify.
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CPS and CAP Recertifi cation
The Key to Continued Professionalism

CPS and CAP Holders are Required to Recertify Every Five Years
 Points Required: 90 points

 Th ree Categories: 1) Education/Experience
    2) Leadership
    3) Elective

 Recertifi cation Fee: $75

Recertifi cation Categories Points Appropriate Back-up Documentation 

1) Education/Experience

Seminars attended or conducted  specifi c to the areas 
of technology, offi  ce administration, business law, 
fi nancial  management, management, team skills, or 
strategic planning.

College courses in the same topics listed above.

Self-study courses, such as the 50-Minute Crisp 
books, or on-line courses.

Workplace experiences (projects) in the areas 
of team skills, strategic planning, or advanced 
 administration. Projects must be outside the realm 
of normal duties.

Technology certifi cations, such as MOS 
 certifi cation.

Other Professional Certifi cation held. Examples 
would be ALS, PLS, CEOE, CMP, to name a few.

Up to 90 hours

1 point per contact hour

10 points per college credit

1 point per CEU awarded❉
or 1 point per contact hour
or 1 point per suggested hours  published for 
on-line courses

10 points per project

5 points

10 points

Certifi cate, an HR transcript, letter from employ-
er or individual conducting the educational ses-
sion, or similar. In all cases, must include the 
topic, date attended, and number of hours.

College transcript or grade card showing  college 
credits earned.

CEU certifi cate or certifi cate of  completion. All 
courses must include an exit exam.

Letter from employer describing project, and 
including dates and approximate hours worked 
on the project.

Copy of offi  cial  certifi cate.

Verifi cation is copy of offi  cial  certifi cate.

2) Leadership 

Includes leadership in IAAP, work, civic,  religious, 
etc.

30 points maximum

5 points per offi  ce or chairmanship

Signed statement by current unit president for 
each offi  ce or chair held. Verifi cation for leader-
ship outside IAAP is a signed statement or letter 
from another offi  cer or chairman within the orga-
nization, your employer, etc.

3) Elective Category

Includes courses specifi c to your employment (medical, 
real estate, etc); courses  specifi c to IAAP (how to reen-
ergize your chapter, etc); courses in personal fi nance, 
workplace violence, retirement planning, etc.

30 points maximum

1 point per contact hour

Certifi cate, HR  transcript, letter from employer 
or individual conducting course. Needs to include 
contact hours, date, and content.
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For additional information, contact: 

Certifi cation Department

10502 NW Ambassador Drive

PO Box 20404

Kansas City MO 64195-0404

Tel 816.891.6600 • Fax 816.891.9118

E-Mail certifi cation@iaap-hq.org

Website www.iaap-hq.org

 .1 CEU = 1 recertifi cation point
 .15 CEU = 1½ recertifi cation points
 1.0 CEU = 10 recertifi cation points



Recertifi cation
Questions and Answers

Q. How do I submit my documentation?

A.Maintain a fi le of all activities eligible for recertifi cation. You 
may also want to maintain a spreadsheet as you earn points. Th is 

will assist you in easily seeing the points you have earned. Spreadsheet 
is available at www.iaap-hq.org/Cert/Recertifi cation_Spreadsheet.xls. 
Attach copies of your spreadsheet and documents to the Application for 
Recertifi cation. 

Q. How do I know what will qualify for points toward CPS or 
CAP recertifi cation?

A. Approved topics in the education/experience cate gory include: 
technology, offi  ce administration, business law, fi nancial man-

agement, management, team skills, strategic planning; etc. Approved 
leadership areas include:  IAAP; work; civic; religious; etc. Topics in 
the elective category include: courses specifi c to individual employ-
ment; courses specifi c to IAAP; personal fi nance; workplace violence; 
retirement planning; etc. 

Q.When do I submit documentation?

A.Recertifi cation is due every fi ve years from the month/year cer-
tifi cation is attained, or fi ve years from the month/year of your 

last recertifi cation. Once you have accumulated the 90 points and are 
due to recertify, you should submit an application with documentation 
and fees. Do NOT submit points as you earn them. Recertifi cation 
points must be accumulated in a consecutive fi ve-year period, ending 
the month/year you submit your documentation. Points cannot be car-
ried over to a future recertifi cation period. If you recertify early, your 
next fi ve-year period will begin when your documentation is approved/
processed.

Q. What is a “contact hour”?

A. One hour of actual classroom/seminar training equals one con-
tact hour, which equals one recertifi cation point.

Q. What is CEU?

A. CEU stands for Continuing Education Unit. Th e International 
Association for Continuing Educa tion and Training (IACET) 

monitors the granting of CEU by its member organizations. 

Q. If CEU is granted for a seminar/course, may I receive recer-
tifi cation points?

A. Not necessarily. Th e seminar/course must also pertain to the 
Examination Outline.

Q. What are CEU Self-Study Courses?

A. Courses available from IAAP, and other  specifi c courses 
approved by IAAP, to earn CEU. (Examples are Crisp 50-Minute 

books, Element K, MATC.)

Q. I did not receive CEU or a certifi cate for a course I attended. 
How do I document this course?

A. Submit a letter from the presenter documenting your attendance, 
with a course outline. Alternatively, submit a letter from your 

company’s personnel department verifying your attendance. In all 
cases, documentation must include date, number of hours, and  content.

Q.What happens to my rating if I do not recertify?

A. Your certifi cation status will be changed to inactive, 
and you will no longer be aff orded the privileges of  certifi cation.

Q.Can CPS or CAP holders regain their certifi cation if they 
are changed to inactive?

A.CPS or CAP holders who have been moved to inactive status will 
have to reapply and retest to regain active certifi cation.

Q. Is there due process for those who fail to meet their manda-
tory recertifi cation deadline?

A.If the CPS or CAP holder does not meet the recertifi cation 
requirements or fails to provide documentation, that individual 

may submit an appeal if there are extenuating circumstances. If the 
appeal is accepted, the CPS or CAP  holder will be notifi ed and will 
have 60 days to provide the required documentation. If the documenta-
tion is not received in the required 60 days, the CPS or CAP certifi ca-
tion status will be changed to inactive without further notice to the 
 applicant.

Q.What are the requirements for someone who is retired?

A.Retired CPS or CAP holders are not required to recertify. 
However, the Certifi cation Department must receive a letter veri-

fying the retired status of the CPS or CAP holder.

Q.What are the requirements for a CPS holder who gains the 
CAP rating?

A.CPS holders who gain the CAP rating must recertify every fi ve 
years from the month/year the CAP rating is attained. 

By earning the CPS or CAP rating, you have received 
the most prestigious designations off ered to adminis-
trative professionals. Th e achievement of the CPS or 
CAP rating is both a validation of current skills and a 
commitment to the life-long learning process. 

In 1985, the Institute for Certifi cation and 
IAAP Board of Directors approved the  concept of 
recertifi cation, and January 1, 1988, the mandatory 

recertifi cation program was started. Th ose applying 
to sit for the CPS exam after January 1, 1988, are 
required to recertify. All CAP holders are also required 
to recertify. CPS and CAP  holders are required to 
recertify every fi ve years from the month/year certifi ca-
tion is attained.
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APPLICATION FOR CPS OR CAP RECERTIFICATION
Remove for Completion

PLEASE TYPE OR PRINT LEGIBLY

ID Number      Social Security Number

           (OPTIONAL)

 Name   
                 LAST FIRST AND MIDDLE INITIAL

 Address  
   STREET

    
 CITY  STATE/PROVINCE  ZIP/POSTAL

  
 COUNTRY                   UPU/PUAS

 Bus Tel  (         )  E-mail  

 Bus Fax  (         )  Res Tel  (         ) 

Year CPS Certifi ed                                             Year CAP Certifi ed                                 Date Last Recertifi ed 

Total points earned Signature of Recertifi cation Applicant  Date

Total points accepted Signature of Certifi cation Department Representative Date

Recertifi cation Fee

Recertifi cation Fee in U.S. Funds  $75

                   Amount Enclosed       $

❏ Check or money order enclosed payable to IAAP

❏ Please charge my

 ❏ Visa    ❏ MasterCard    ❏ Discover    ❏ AmEx

 Account Number                                     Exp. Date

Cardholder’s Name 

Signature (mandatory on all charge orders)

Submit completed Application for CPS or CAP Recertifi cation when 90 
points have been obtained within the required fi ve years and meet the 
stated specifi cs. Recertifi cation is required every fi ve years. 

Mail completed application and necessary documentation with fee to:

Certifi cation Department
10502 NW Ambassador Drive • PO Box 20404 • Kansas City MO 64195-0404

Tel 816.891.6600 • Fax 816.891.9118 • E-mail certifi cation@iaap-hq.org • Website www.iaap-hq.org

By earning the CPS or CAP rating, you have received 
the most prestigious designations off ered to adminis-
trative professionals. Th e achievement of the CPS or 
CAP rating is both a validation of current skills and a 
commitment to the life-long learning process. 

In 1985, the Institute for Certifi cation and 
IAAP Board of Directors approved the  concept of 
recertifi cation, and January 1, 1988, the mandatory 

recertifi cation program was started. Th ose applying 
to sit for the CPS exam after January 1, 1988, are 
required to recertify. All CAP holders are also required 
to recertify. CPS and CAP  holders are required to 
recertify every fi ve years from the month/year certifi ca-
tion is attained.

Please check the style of your original  certifi cate.

❑ Paper     ❑ Wooden Plaque✬
If requirements are 
met, you will receive a 
recertifi cation certifi cate 
or plate valid for fi ve 
years and a recertifi ca-
tion pin. Allow six 
weeks from date of 
 submission.

IAAP maintains recertifi cation applications for a period of three years.

✬Contact the Certifi cation Department if you 
do not have a wooden plaque but would like to 
purchase one.
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 .1 CEU = 1 recertifi cation point
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