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International Association of

Administrative Professionals®

UPCOMING CHANGES TO THE IAAP CERTIFICATION PROGRAM
Effective November 2011

IAAP’s Certification Program will be changing effective November 2011. In an attempt to answer as many
gquestions as possible, we've developed this question & answer sheet. We're excited about the upcoming
changes, and we hope that you will be too. Our goal, as always, is to maintain a vibrant program that's
marketable to the professional community. These changes will help us achieve a much simpler system of
expansion with an understandable and easier to explain certification program. If you still have questions
after reviewing this sheet, email certification@iaap-hqg.org.

What ratings will now be available from IAAP?

IAAP is moving from a two rating system to a one rating system, with areas of specialty.

The base rating will be Certified Administrative Professional, the CAP rating. We will also offer a specialty in
Organizational Management, the OM,

When is this change effective?
November 2011.

How will this change affect me if | am currently certified?
After November 2011, all active CPS ratings will be changed to CAP, and all active CAP ratings will be
changed to CAP-OM.

Will the exam format change?

Yes, the new CAP exam will become a one-part exam, testing similar material to our current three-part
exam. The OM exam will also be a one-part exam, testing similar material to the current Part 4 of the CAP
exam.

Will additional specialty areas also be offered? _
Yes, in the future, there could be a specialty in technology and software, or in medical administration, and
more. At least one year’s advance notice will be given prior to each specialty designation being available.

When will the Certification Review Guide be updated?
The preliminary exam outlines are available now; we anticipate new sample questions and an updated
bibliography by November 2010.

Will review materials be available to study for the new November 2011 exams?
We will provide both Pearson/Prentice Hall and Metcalf Education with the revised examination outlines by
November 2010. Once they give us a revision schedule, we will share that information.

Please keep in mind, the IAAP certification exams are not written from the review materials. The exams are
written from the college texts listed in the Certification Review Guide. The review materials are intended as
an aid to review something you already know, and are not intended to teach everything that is on the
exams.



Who will be eligible to take the new CAP exam?

Applicants with no college degree will need four years of verified administrative experience; applicants with
an associate degree will need three years of verified administrative experience; and, applicants with a
bachelor’s degree will need two years of verified experience. All experience must be within the past fifteen
years, and must include twelve months continuous with one employer within the past five years. All
experience requirements must be met prior to applying for approval to take the CAP exam.

Will students be able to take the CAP exam or OM specialty exam?
Students will be eligible only if their experience requirements have been met at the time they apply.

If 1 am a new candidate, how do | attain the CAP rating and the specialty designation?

You can first apply to take the one-part CAP exam, and then after attaining the CAP rating, come back and
apply to take the one-part Organizational Management specialty exam.

OR

You can apply initially as a candidate for both the rating and specialty and take the one-part CAP exam and
the specialty Organizational Management exam at the same time.

Will the exams still be multiple choice?
Yes. There is no change in the testing format.

How many questions will be included in the exams?
The one-part CAP exam will be 300-350 questions.
The one-part Organizational Management exam will be 150-170 guestions.

'FOR CU r\f,ReNT_ CANDIDATES

How WI" these changes affect current CPS and CAP candldates'-’ s
ﬁtCurrent candldates, and those applying for the November 2010 and iViay 2011 exams, will have through
‘May 2011 to complete all pa rts of the existing exams.

: Aﬁer the May 2011 exams any CPS candidate who has passed only one’ part wuli automatlcally be
moved to the new CAP exam. Any CAP-candidate who has:passed only-one part w111 automatically be
‘movedto the new CAP exam and Organizational Management specialty-exam. Any: candldate who has

passed two parts will be- glven through November 2011 to complete thelr fmal parts

?Complete detalls will be: prowded individ ualiy to all el|g|ble retake candldates before both the May 2011
and November 2011 exams.




