Application for
ReCertification
Recertification Requirements
Individuals who have earned a certification designation are required to be recertified every five years. To be recertified, applicants must earn 10 Continuing Education Points (CEPs) during their current (5 year) certification period.  Please submit your application for recertification no earlier than 120 days prior to the expiration date on your current certificate.  If you are eligible for LIFETIME CERTIFICATION, you should apply for that in lieu of RECERTIFICATION!!
The following requirements are not pertained to the CPP/CPPM recertification. Email or call us for a copy of the CPP/CPPM recertification application.

Continuing Education Points (CEPs) may be earned in the following categories:

1. College Courses (Taken or Taught)

2. Continuing Education (Taken or Taught)

Two CEPs are provided per semester credit hour for courses in purchasing, materials management, supply management, management or other business-related subject matter (e.g., accounting, management, marketing, computers, economics, law, engineering, traffic management, communications, finance, statistics, physical sciences and behavioral sciences).  Most semester long courses provide 3 semester credit hours of credit, so they would be worth 6 points.
One CEPs is provided for most other semester long courses, irrespective of the number of credit hours.
Regular or Rush Processing
Regular Service — You will receive either a letter of congratula​tions and certification certificate or a request for additional information approximately four weeks after ACI receives your application.

Rush Service — Within two working days of receiving your application, a telephone call will advise you of the status of your application.  A letter of congratulations and certification certificate are mailed within five business days after approval of the application. Mark rush service on the application form and include both fees.

Documentation
Please do not submit copies of your completed application. ACI requires your original application, typed or written in ink.

Application for
ReCertification
Application must be completed and signed to avoid delays in processing. Please use ink.

Application For:
❑  ReCertification __________________________________________




Fill in Name of Certification(s) Applying For
❑  Dr.  ❑  Mr.  ❑  Mrs.  ❑  Ms.  ❑  Miss

Please enter your name as it appears on your official identification.*

*First/Given____________________________________________

*Middle________________________________________________

*Last/Sur/Family_________________________________________

Submit documentation of a name change.*
DATE OF BIRTH______________________________________
EMPLOYMENT INFORMATION:
Organization Name_______________________________________

Title___________________________________________________

Address________________________________________________

Address________________________________________________

City___________________________ State____________________

Country________________________ ZIP____________________

Telephone*_____________________________________________

Facsimile*______________________________________________

E-Mail Address___________________________________________

Fees (please check appropriate box):
❑ $100 per ReCertification
❑ Rush Service Fee (additional amount) USD $50
Home Mailing Address:
Address_______________________________________________

City________________________ State_____________________

Country_____________________ ZIP______________________

Telephone___________________________________ ❑ Unlisted

MAIL MY RECERTIFICATION CERTIFICATE TO (check one):
(Note: If mailing preference is not specified, your certification certificate will be mailed to your home address.)
❑  Employer
❑  Home

❑  VISA  ❑  MasterCard  (Payment should be made at the ACI Payment Gateway at www.amcertinst.org.)
Signature_______________________________________ Date__________________________
ACI Use only
Approved Date ___/___/___     Years’ Exp. ___    Reg. No. ____________    Orig. Date ___    Exp. Date ___    Life Date ___    
Please submit all material with this application.
Do not Send Material Separately
You may attach additional sheets for any section if needed.
College Courses (Taken or Taught)
Instructors may earn points only once for each course taught, regardless of the number of times taught.

Use the information below to determine the point totals corresponding to such coursework.

•
Two CEPs per
semester credit
hour for
 courses in purchasing, materials management, supply management, management or other business-related subject matter (e.g., accounting, management, marketing, computers, economics, law, engineering, traffic management, communications, finance, statistics, physical sciences and behavioral sciences).  Most semester long courses provide 3 semester credit hours of credit, so they would be worth 6 points.
•
One CEPs for most other semester long courses, irrespective of the number of credit hours..

The applicant must document coursework using a transcript issued by the educational institution from which the course was taken.  Quarter hours are 2/3 of a semester hour. Other units of time need to be carefully documented and explained (by the institution) so ACI can determine the equivalent number of points for each course. 

Please make sure transcripts include an explanation of the unit (e.g., semester hours, trimester hours, quarter hours). 

If claiming courses taught, obtain a letter, signed by your supervisor from the appropriate institution, which includes all of the information necessary to determine points.

College Course Title 

Institution 

Dates 


Points

_____________________
______________
___________

__________

_____________________
______________
___________

__________

_____________________
______________
___________

__________

_____________________
______________
___________

__________

_____________________
______________
___________

__________

Total CEPs








__________

Continuing Education (Training Taken or Taught)

Public seminars (AMA, APICS, etc.), APS, ACI, ACI, GNI, ISM, etc. seminars, seminars offered by your organization, conferences and other educational programs are eligible for points. Educational events are eligible for consideration if (a) the subject matter was purchasing, materials management, supply management, management or other business-related subject matter; and (b) the event was at least one hour in length. Documentation for each continuing educational event submitted by the applicant must include: (1) applicant’s name, (2) title of program, (3) date(s) of program, (4) name of sponsoring institution, (5) length of event in educational contact hours, and (6) signature of program director, instructor, or supervisor. 

If credit is being sought for teaching a course, obtain a letter, which includes all of the pertinent information as described, from your supervisor at the institution. Only claim points once for teaching a course regardless of the number of times you may have taught it. Continuing Education Hours (CEHs) can be converted into Continuing Education Points (CEPs). 1 CEPs = 7 CEHs, 10 CEPs =70 CEHs. Lunch and break periods may not be used as part of the educational content hours claimed. 

Programs that use Continuing Education Units (CEUs) will convert to CEHs as follows: One CEU = 10 CEHs. If both CEU credit and CEHs have been assigned for a particular course, the CEH assignment prevails. 

NOTE: Points not used for the current recertification period, and earned within 120 days of the current certificate expiration date, may be applied toward the next recertification/Lifetime certification period. 

Program title (attach additional sheet if necessary) 

Dates 


Hours*

________________________________________

____________

__________
________________________________________

____________

__________

________________________________________

____________

__________

________________________________________

____________

__________

________________________________________

____________

__________

________________________________________

____________

__________

________________________________________

____________

__________

*Excluding lunch or breaks_
Total










___________
÷ 7 =  Total CEPs for Certification






___________
ACI Use Only
College Courses-CEPs


       __________________
Continuing Education-CEPs


 __________________

Grand Total- CEPs


__________________
Application Checklist
❑
CONTINUING EDUCATION — Is a copy of a transcript included? Did you include the appropriate documentation for each program/course attended?

❑
APPLICATION FEES and SIGNATURE — Have you included the required application fee and additional fees, if any? Did you sign the application?

❑
DOCUMENT RETENTION — Did you make copies of all documents submitted? ACI will not return documents sent with applications.

Please submit all documentation with the application form. DO NOT SEND SEPARATELY.
FAX ALL DOCUMENTS TO:
415-651-8884

Payments can be made by credit card at www.amcertinst.org or by wire to ACI account.  If you wish to wire the funds, please email us to get the wiring instructions.
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