Overview of the PMP Application Process

1) Getting Started with the Application 

· You really want to get started on your application right away. Don’t put this off until after taking a PMP Prep class, because that will result in delaying the earliest time you can take the test until almost two weeks after your class has ended. You don’t want that to happen: the best strategy is to get the test scheduled very soon after completing your training. Most ‘PMP Prep Boot Camps’ are exactly that! I set expectations for students in my classes that they need to be very focused. We cover a tremendous amount of material, definitions and details in the four days at a very rapid pace. I also tell the students that from the time class ends until the time they take the test, they need to put in 2-3 hours a night reviewing notes, doing practice tests and, generally, staying very current with the materials. I then ask, “Are you going to do this consistently three weeks after class has ended?” I doubt that very much. So, plan to take the test right after completing your PMP Prep training. In order to do that, it’s best to have the application filled out ahead of time, if possible. 
· Most students indicate it takes a full day, at least, to complete the application. 
· It’s best to fill out the application online. Go to http://www.pmi.org/certapp for the online application. 
· You can enter project experience going back eight years. First, you need to get all your project records in order. An excellent spreadsheet to help you organize your information can be found at http://tinyurl.com/yehhygl.  After entering information into the spreadsheet, you can simply cut and paste into the online application. 
· You can use experience outside of the normal workplace. For example, if you led or directed activities for a charity, or a local civic group – that’s project management! 
· You can list experience even if you weren’t specifically called the “Project Manager.” As long as you were doing project management work: planning, directing work against the plans, checking progress and “monitoring and controlling” – you were doing project management work. 
· Roughly, two-thirds of the experience you list should be divided between the categories of “planning,” “executing” or “monitoring and controlling.”  The remaining one-third should be divided between the categories of “initiating” and “closing.”  (See notes below describing the five process groups.) 
· There’s also a requirement on the application for 35 contact hours (or Project Management education hours). These are credit hours from any formal project management instruction you’ve taken. This could be virtual training or in-classroom training. There is no time restriction on how long ago the training occurred, but you will want to have a certificate for the class in case your application is audited. (More on that below!)  Many students use the hours from their PMP Prep class for the 35 contact hours, (most four day PMP Prep classes provide the 35 hours in and of themselves). In this case, the application cannot be submitted to PMI until the PMP Prep class is completed.  



2) Submitting the Application and the Audit Process 

· If you have earned the 35 contact hours before attending a PMP class, you should submit your application before your PMP Prep class. (Again, if possible, you want to schedule the exam as soon as you can after completing the class. 
· After submitting your application, PMI will take approximately one week (five business days) to process your application. 
· After approving your application, PMI will inform you that you are now ready to pay for the exam. 
· Within moments of paying for the exam, you will find out if you have been selected for an audit! 
· PMI randomly audits up to 20% of all applications. The audit is not triggered by anything in the application; the audit process is just one key way PMI is validating the PMP certification. 
· If you are audited, PMI sends you an email with a .pdf attachment that contains letters to go to all the managers you used in your application. You will need to obtain their signatures on the letters vouching for the experience you reported. 
· Additionally, you will need to provide a copy of your college degree and certificates of the classes you used for the 35 contact hours. 
· You will also have to provide more details for the experience you listed in the application showing that you have appropriate experience in all five process groups: (Initiating, Planning, Executing, Monitoring & Controlling, and Closing) – see below for more information on the process groups. 
· You will package together all the signed letters from your managers, along with the other documentation, and ship this to PMI. 
· It takes approximately another week for PMI to process this information, and complete the audit. 
· Once the audit is completed – (or, in the more normal case where you are not audited) – you will receive an email from PMI with an authorization code to use for scheduling your exam at a Prometric testing center. (You do have the option to take a written test, but I’ve not had any students use this option in the last five years. With the written test, it may take over a month to get the results on the test!) 
· You will use the authorization code to log into the Prometric website - http://www.prometric.com and schedule your exam. (You will be able to see all the testing centers within a certain radius of an address or zip-code you enter. You can then pick any of the testing centers, and check available times to schedule your test.) 



3) Notes on the Five Process Groups: (Initiating, Planning, Executing, Monitoring & Controlling and Closing) 

· For your application, you will need to document that, as a project manager, you have performed activities in all five process groups. The majority of your time should be performing activities in the Planning, Executing and Monitoring & Controlling  process groups. Assume that two-thirds of your time should be pretty evenly split between these three groups. 
· The remaining one-third of time listed in your application should be split between performing activities in the Initiating  and Closing  process groups.  
· As you are describing your activities in these various process groups, use as much PMI terminology as you can to describe these activities: 

1) Initiating:  
· These are activities to initiate and authorize a project, or a phase of a project. This includes assisting on activities such as: 
· Help ‘Develop the Project Charter’ 
· Do Project Selection:  (Analyze the anticipated ROI for the project using financial methods such as: Net Present Value, IRR, Payback Period, Opportunity Costs, etc. Evaluate the financial return for various projects. 
· Do a preliminary analysis of project risks, constraints and assumptions 
· Work with the project sponsor to define the business objective and the key project deliverables. (These are defined at a high level.) 
· Identify Project Stakeholders: (anyone positively or negatively impacted by the project). Do a stakeholder analysis. 
2) Planning:  
· Manage and work with the project team to see that the Project Management Plan is created. This includes a planning and creating a number of subsidiary plans: 
· Management plans for eight knowledge areas: (Scope, Time, Cost, Quality, HR, Communications, Risk and Procurement) 
· The Scope, Schedule and Cost Baselines 
· Configuration Management plan 
· Change Management plan 
· Process Improvement plan 
· See that plans are progressively elaborated and continually improved throughout the project lifecycle. 



3) Executing:  
· Lead and direct the execution of work by project team members against the project management plan.   
· Ensure all deliverables are created by the right resources at the right time in the right sequence 
· Manage Team development processes: training, team-building, co-location, reward systems 
· Manage individual team member performance: (do performance appraisals, conflict resolution) 
· Assist with contract negotiations 
· Run meetings, and see reports and other information is distributed
· [bookmark: _GoBack]Ensure all approved change requests are implemented, and all baselines and plans are updated accordingly.  
4) Monitoring & Controlling   
· Measure project performance. Measure how the project is performing against the planned baselines: (scope, schedule, cost and quality). If there is variance, recommend corrective actions. Also, be proactive, and use risk management processes to help prevent project performance deviating from the baselines and plans. 
· See that all recommended changes flow through an orderly, planned integrated change control system. Ensure all change requests are submitted in writing, that alternatives are analyzed, and that an impact analysis is performed. If change requests are approved, ensure all baselines and plans are updated accordingly, that the latest configuration management revisions are tracked. 
5) Closing 
· Ensure the project is closed in an orderly way, and that all phases are also closed in an orderly, planned way. Get final customer acceptance of all project deliverables at the end of the project, and smoothly transition the project’s deliverables to the operational team. 
· Before closing down the project, ensure all subcontracts have been previously closed. 
· Additionally, at the end of the project perform the other parts of administrative closure including: 
· Do a final lessons learned process: do a project post mortem to track and document all lessons learned – (what worked well, what did not work so well; what can we do better next time?) 
· Organize and file all project records 
· Communicate to project stakeholders that the project is closed 
· Release resources 
· (A number of the above activities should also be done at the end of each phase of a project, especially: lessons learned, archive records … ) 
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