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CPS and CAP holders are required to recertify every five years

Points Required: 90 points earned within your
five year time limit
Four Categories: 1) Education 2) Experience
3) Leadership 4) Elective
Recertification Fee: $75

Recertification Categories Appropriate Back-up Documentation

1) Education - Up to 90 hours; minimum of 30 hours required

Seminars attended or conducted specific 1 point per contact/classroom hour Certificate, an HR transcript, letter from

to the content areas of the CPS and CAP employer or individual conducting the edu-

exams. cational session, or similar. In all cases, must
include the topic, program date and hours of
education.

College courses specific to the content 10 points per college credit College transcript or grade card showing

areas of the CPS and CAP exams. college credits earned and date of completion.

Self-study, such as the 50-Minute Crisp 1 point per CEU awarded* CEU certificate or certificate showing

books, or on-line courses. or 1 point per contact/classroom hour published estimated time for completion. All

or 1 point per estimated hours published courses must include an exit exam.

for on-line courses

2) Experience - 30 points maximum

Technology certifications attained, such as 5 points Copy of official certificate.

MOS certification.

Other Professional Certification attained or 10 points Copy of official certificate.

recertified, such as ALS, PLS, CEOE and

CMP.

One-time workplace project in the areas of 10 points per project Letter from employer describing project,
team skills, strategic planning or advanced dates and approximate hours worked on the
administration. Project must be outside the project.

realm of normal duties.

3) Leadership - 30 points maximum

Office or chairmanship held in IAAP, work, 5 points per office or chairmanship Signed statement by current unit president

civic, religious, etc. for each office or chair held. Verification for
leadership outside IAAP is a signed statement
or letter from another officer or chairman
within the organization, your employer, etc.

4) Elective Category - 30 points maxumum

Includes courses specific to your employ- 1 point per contact/classroom hour Certificate, HR transcript, letter from em-
ment (medical, real estate, etc); certain pre- ployer or individual conducting course. Needs
approved courses specific to IAAP; courses to include contact hours, date and content.

in personal finance, workplace violence,
retirement planning, etc.

* .1 CEU = 1 recertification point; .15 CEU = 1.5 recertification points; 1.0 CEU = 10 recertification points
Categories effective January 1, 2009
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For More Information

International Association

of Administrative Professionals
Certification Department

10502 NW Ambassador Drive
PO Box 20404

Kansas City, MO 64195-0404

tel: 816.891.6600

Certified Professional Secretary®, CPS®, Certified fax: 816.891.9118
Administrative Professional® and CAP® are

registered service marks of the International certification@iaap-hqg.org
Association of Administrative Professionals®, IAAP®, www.iaap-hg.org

01-09/MP/1M/080-5280-07
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Application for CPS or CAP Recertification

* Those who applied for the CPS exam
after January 1, 1988 are required to recertify.

» All CAP holders are required to recertify. ; Turnin g ]ObS

Into Careers
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earning the CPS

or CAP rating,
you have received the most
prestigious designations offered
to administrative professionals.
The 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 Certification and IAAP
Board of Directors approved the concept of
recertification and effective January 1, 1988, the

mandatory recertification program was started.

Those applying for the CPS exam after January 1,

1988 and all CAP holders are required to recertify
every five years from the month/year certification

is attained.
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What will qualify for points towards recertification?

Approved topics in the education category are those specific to the
content areas of the CPS and CAP exams; i.e.: technology, office ad-
ministration, business law, business finance, management, team skills,
strategic planning, etc. Approved experience areas are technology cer-
tifications, other professional certifications or recertifications and one-
time workplace projects in team skills, strategic planning or advanced
administration. Approved leadership areas include: office or chair
held in TAAP, work, civic, religious, etc. Topics in the elective category
include courses specific to individual employment, certain pre-approved
courses specific to IAAP, personal finance, workplace violence, retire-
ment planning, etc. All education must be at least one hour.

When do I submit documentation?

Recertification is due every five years from the month/year certification
is attained, or five years from the month/year of your last recertification.
When you have accumulated 90 points within the required five year time
frame and are due to recertify, you should submit an application. Do
NOT submit points as you earn them. Points cannot be carried over to

a future recertification period. If you recertify early, your next five-year
period will begin when your documentation is approved/processed.

How do I submit my documentation?

Maintain a file and spreadsheet of all activities eligible for recertifica-
tion. The recertification spreadsheet is available at www.iaap-hq.org/
prodev/certification/Recertification_Spreadsheet.xls. Submit
copies of the completed application, fee, spreadsheet and all backup
documents.

If CEU is granted for a seminar/course, may I receive
recertification points?

Not necessarily. The seminar/course must also pertain to the Examina-
tion Outline. Examples:

Would Count Would Not Count

Workplace Violence:
Critical thinking skills

Self-defense course, judo/martial
arts/physical training

Emergency Preparedness:
Workplace plans of action for when
a disaster occurs

CPR/medical techniques

Leadership Category: Member or Volunteer

Officer or Chair

NSWeElS

I did not receive CEU or a certificate for a course I attend-
ed. How do I document this course?

Submit a letter from the presenter documenting your attendance, with
a course outline or a letter from your company’s personnel department
verifying your attendance. In all cases, documentation must include
program date, hours of education, and content.

What happens to my rating if I do not recertify?

Your certification status will be changed to inactive, and you will no
longer be eligible to use your certification.

Can CPS or CAP holders who do not recertify regain their
certification?

Failure to comply with mandatory recertification requirements will re-
quire individuals to reapply and retest to regain active certification status.

Is there due process for those who fail to meet their man-
datory recertification deadline?

Effective January 1, 2009, those CPS and CAP holders who do not
recertify by their time limit may have a 120-day grace period to submit
their complete recertification paperwork. Those individuals will pay the
initial $75 recertification fee plus a $100 late fee.

Additionally, those with extenuating circumstances may submit
an appeal. This type of appeal is usually for medical reasons and does
require verification from a physician. If the appeal is accepted, the
CPS or CAP holder will be given up to 60 days to provide the required
documentation. If the documentation is not received in the required 60
days, the certification status will remain inactive without further notice
to the CPS or CAP holder.

In both instances, all recertification points need to be earned within
the original five year time limit, and if approved, recertification will be
back-dated to that time.

What are the requirements for someone who is retired?

Retired CPS or CAP holders are not required to recertify. However, the
Certification Department must receive a letter from the CPS or CAP
holder providing their date of retirement.

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

CPS holders who gain the CAP rating start a new recertification period
when the CAP rating is attained. Recertifying every five years thereaf-
ter keeps both your CPS and CAP rating active.




(3,1) -2- recertification2.indd 1/29/09 10:45:08 AM

ID Number Social Security Number
(optional)
Name
LAST FIRST M.L.

Address
City State/Province Zip/Postal
Country UPU/PUAS
Company Type of Industry
Business Tel ( ) E-mail
Business Fax ( ) Home Tel ( )
Month/Year CPS Certified Month/Year CAP Certified
Date Last Recertified

Total Points Submitted Signature of Recertification Applicant Date

Total Points Accepted Signature of Certification Department Representative  Date

Please check the style of your original
certificate:

0 Paper U Wooden Plaque*
* Contact the Certification Department at

certification@iaap-hq.org if you do not have a
wooden plaque and would like to purchase one.

If requirements are met, you will
receive a recertification certificate
or plate valid for five years and a
recertification pin. Allow four weeks
from date of submission.

Recertification Fee

Recertification Fee: $75 Late Fee (see requirements): $100

(Includes $35 nonrefundable processing fee)
O Check or money order enclosed payable to IAAP in U.S. Funds.

O Please charge my: O Visa 0O MasterCard 0O American Express 0 Discover

Card No. Exp. Date

Cardholder’s Name Authorized Amount: $

Signature (required)

Mail completed application, fee, spreadsheet and backup documents to:

IAAP Certification Department

PO Box 20404 | Kansas City, MO 64195-0404

10502 NW Ambassador Drive |
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