ATTACHMENT A


INSTRUCTIONS FOR SUBMISSION OF TRAINING MATERIALS
1.
Complete the IFPUG Function Point Training Course Certification Request Form (Attachment B):

A.
Enter your contact name, professional title, company name, company address, telephone number, email address, and date in the top portion of the form.  Please also provide signature and date.
B.
Circle the type of certification request:

1)
Initial - First time request for review of this material or a review for previously “rejected” training course material.

2)
New Release Update - Renewal of previously certified material for a major Counting Practices release.

3)
Reapplication, Incomplete - Request for a second or third review of material previously marked incomplete.  Reapplication must be made within ninety (90) workdays from the date of the notification letter.

C.
Provide the course name, author, date published, and last course update information.  Identify the applicable release of the Counting Practices Manual to which it conforms in the space provided.  Certification is for each major release of the Counting Practices Manual (e.g., 3.0, 4.0).  Sub-releases (e.g. 4.1, 4.1.1, 4.2,  etc.) do not require re-certification, but it is expected that the materials will be updated to conform to the sub-release.  Major releases require renewing your certification.

2.
Complete the Criteria for Certification of Training Materials checklist (Attachment C) by entering the page number(s) where each checklist item can be found in your material.  In case of a reapplication provide an updated version of the Criteria for Certification of Training Material.  All items must be present in the course to be certified.

Mail to IFPUG via receipted mail:

A.
Completed IFPUG Function Point Training Course Certification Request Form (Attachment B).
B.
Three copies of the completed Criteria for Certification of Training Materials checklist (Attachment C).
C.
Three copies of your training materials. Each copy must include: a case study for each type of count: Development, Enhancement and Application; answers to case studies, examples and exercises; course and instructor notes as required.  Each request requires re-submitting all your materials for review. Make sure you edit mark each version before submitting it, to make it distinguishable from previous versions. Also, supply a new updated version of the checklist table included in the Criteria for Certification of Training Materials (Attachment C).

D.
Check made payable to IFPUG in US dollars:

	
	Member
	Non-Member

	Initial Request
	$1,500.00
	$2,000.00

	New Release Update
	$750.00
	$1,000.00

	Reapply (twice only)
	no charge
	no charge


International Function Point Users Group

ATTN.  Training Course Certification

191 Clarksville Rd

Princeton Junction, NJ  08550

Your material will be reviewed by the Certification Committee on a first-in-first-out basis. The review of your material may have to wait until all other materials which have been submitted before yours have been processed, unless you are reapplying for certification, in which case the Committee will suspend its current review, and attend to your request right away.

The number of days you will have to wait before you are notified of the results may vary, depending on the following factors:

· the type of request (Initial, New Release Update, or Reapplication);

· the number of materials that are being reviewed or pending review, once your request is received;

· the number of reapply requests that are received while your material is being reviewed or is waiting to be reviewed. 

The review of a new release or update takes ninety (90) working days after reviewers receive the material, if it’s never suspended.  A reapplication review takes from fifteen (15) to thirty (30) working days after reviewers receive the material, and takes precedence over any other non-reapply review currently under way. The working days are counted starting from the day in which all the reviewers have received the training material.

You will be notified of the projected date in which you will receive the results of your review, once when your material is first received, and again each time your review is suspended for any of the reasons listed above. When the review is completed, two (2) of the copies of the material you submitted will be returned to you by mail along with the results.  The third copy will be kept by the IFPUG office for the record. Result categories are as follows:

Accepted:

You meet all certification requirements.  You may advertise that this course has been certified by IFPUG as meeting the Counting Practices Manual Release applied for.  Reference to certification can only be made to the specific courses that have been certified using the following phrase:

“This course has been certified by the International Function Point Users Group (IFPUG) as meeting the Counting Practices Manual Release (the release requested).”

Certification Incomplete:

· Not all of the criteria items have been satisfied. 

· You will be given ninety (90) working days to reapply with the clarifications.  If you do not respond within 90 working days, the material will be rejected.

Rejected:

· Training materials previously classified as “incomplete” and not re-submitted within the 90 working days

· Training materials submitted and classified as “incomplete” 3 times.
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