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· Use the Word template first, so the EM-11 Internal Review Team (IRT) can review your submission and provide feedback to enhance your application.

· Address the bullets in the competencies. Per OECM, for competencies with three or fewer bullets, address all; for competencies with four or more, address the majority. 

· Ensure any professional certifications (PMP, PE, RA, among others) are listed on the front page of the application. 

· Include the credential number, and date earned, if claiming a PMP certification as a method of competency fulfillment.

· Read the application and understand what is being asked, before submitting the draft to the IRT for review. If you have questions, ask one of the IRT members for guidance.

· Use the official PMCDP course title when claiming PMCDP classes as a method of competency fulfillment.

· Include Critical Decision (CD) dates in the competency narratives and project history, particularly for Levels II through IV, as experience is required at certain CD points.

· Identify project(s) claimed for experience as capital asset, or construction line item, or American Recovery and Reinvestment Act (ARRA) capital asset. 

· Include the Performance Baseline Summary (PBS) number and any extensions (.R = ARRA, .C= Capital Asset), for example: PBS RL-0011.R1 (ARRA), or PBS WV-0040.C1 (Capital Asset).

· Verify that the dates claimed in each competency narrative align with the dates presented in the project history.

· Ensure you can document any experience claimed with official project documentation (organization chart, IPT charter, page from the PEP with names)

· Identify the time frame to be claimed for consideration (mm/dd/yyyy to mm/dd/yyyy) for certification. If you wish to reserve experience for higher certification levels, include the following in the competency narrative: “Only the period from (x) to (y) is to be claimed for level (z). Any time beyond that is to be reserved for higher certification levels.”

· Explain, in detail, how non-PMCDP courses address the bullets for a given competency. For an example and additional information, see the March 2011 PMCDP newsletter,  available at http://management.energy.gov/documents/PMCDP_Newsletter_March_2011_SHR.pdf

· Provide a detailed explanation of your experience and clearly delineate your role (FPD, IPT member, etc.) on a project, particularly if it is a large project, such as the Tank Farms, or the Waste Treatment Plant (WTP).

· Demonstrate you have been accountable and responsible for a complete, discrete, and usable subset of the overall project (i.e. you were responsible for a specific piece of the project scope), if claiming deputy FPD experience. See the Certification and Equivalency Guidelines, (CEG) page 6-3 for more details.

· Include all project related experience in the project history section, even if the project is short in duration or is an operations activity.

· Ensure responses to the behavioral competencies (x.13 sections for Level II and higher) focus on your team management and leadership abilities, not technical or engineering skills. If the question asks for a situation of how you convinced your team a course change was needed, the response should focus on how you convinced the team a change was necessary, and how that approach would work, rather than a discussion of the technical aspects of the change to be made.
DO NOT
· Claim credit on a project that was reclassified as operations. OECM will not accept operations work for FPD certification. If your project has been reclassified, describe the capital asset portions for which you were responsible and only claim the time of your involvement up until the date of the reclassification for your application. Any time post re-classification is not creditable for certification purposes.

· List non-PMCDP courses and state they are equivalent, without providing an explanation of how the outside training meets the requirements of the competency.  

· Provide the same answers (i.e., cutting and pasting) to different competencies. Each response needs to be tailored to the question at hand.

· Provide overly verbose answers. Responses should address the question with succinct, pertinent examples. 

· State that experience earned in positions such as project manager (or other terminology) is FPD-equivalent,  without addressing the four key roles and responsibilities listed on page 6-4 of the  
 	Certification and Equivalency Guidelines (CEG). 

· Leave out Critical Decision (CD) dates, particularly for Level II and higher, as experience is required at certain CD points. 

· Claim two concurrently running projects for credit. OECM will not credit time served on two or more concurrent projects.  If you are responsible for two or more concurrent projects, clearly identify the project you wish to claim for credit, and state that the other projects, while under your purview, are not being claimed for certification purposes.  

· Claim pre-CD-0 projects for experience, as they are not creditable for certification. However,  those projects should be listed in the project history section. 

· Claim experience in blocks of less than 6 months for Level I, or 12 months for Level II and higher, as that experience is not creditable for certification.
