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      Introduction     
 
 

 

Dear Educational Provider: 

 

Welcome to the Project Management Institute (PMI
®
) Registered Education Provider (R.E.P.) Program.  

 

Designed to identify project management learning and products for PMI stakeholders, the R.E.P. 

Program has undergone considerable enhancements since its inception in mid-1999.  With over 1200 

training providers worldwide in 2009, the ñPMI Registered Education Providerò name and logo is now  

identified as the premier comprehensive continuing education program related to the field of project 

management. 

 

The following manual is designed to provide your organization with the necessary information to 

facilitate your active participation in this exciting continuing education venture.  This manual will be 

periodically updated as refinements are made to the Program itself.  If you should have any further 

questions concerning the PMI Registered Education Provider Program, please feel free to contact the 

PMI Accreditation Programs Department. 

 

Let me once again take this opportunity to welcome you to the Program, and extend my best wishes that 

your participation will prove to be a rewarding experience. 

 

Best regards, 

 

 

Keith Rosenbaum, JD 

Registered Education Provider Program Administrator 

Project Management Institute 

Fourteen Campus Blvd 

Newtown Square, PA 19073-3299 USA 

Phone: +1-610-356-4600, ext 5002 

Fax: +1-888-243-3712 (US Only) 

Fax: +1-610-771-4143 (Outside the US) 

E-mail: keith.rosenbaum@pmi.org 

 

Questions/Concerns about the R.E.P. Program?  Please contact: 
Project Management Institute 

Global Operations Center 

Attn: R.E.P. Processor 

14 Campus Boulevard 

           Newtown Square, PA 19073-3299 USA 

            Telephone: +1-610-356-4600 ext 5001 

            E-mail: repsupport@pmi.org 
          Fax: +1-610-356-4647 

mailto:keith.rosenbaum@pmi.org
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A. Overview of Registered Education Provider Program  
 
This section of the R.E.P. Manual gives the new and renewing R.E.P. Provider an 

overview of the PMI Registered Education Provider Program.   
 

 

 

Section I:    R.E.P. Program History  

 
Established in 1999 as a service to PMI members and stakeholders worldwide, the Registered Education 

Provider Program was initially envisioned as a means of identifying project management training 

available in the global marketplace.  From less than fifty registered providers in its first year, the R.E.P. 

Program has grown to over 1000 training providers in 56 countries, on six continents across the globe in 

2008.   

 

As originally conceived, the R.E.P. Program allowed participants to register their educational activities 

with PMI, while agreeing to abide by PMI specified Program criteria.  However, in response to a 

demand from PMI leaders and members, R.E.Ps and other stakeholders for a more rigorous review and 

auditing process for those participating in the R.E.P. Program, beginning January 2004, improved 

quality assurance criteria have been implemented.  More information regarding the current criteria and 

quality assurance guidelines may be found in Section IV of this Overview. 

 

More information regarding current criteria and quality assurance guidelines may be found in A, 

Overview of Registered Education Provider Program, Section IV. 

Section II:    R.E.P. Program Objectives

The overall goals of the PMI Registered Education Provider Program are: 

 

 To support the continuing professional development of certified Project Management Professionals 

(PMPs), PMI members, and all other stakeholders in the project management community by 

providing quality educational opportunities. 

 To provide educational opportunities for PMPs seeking to maintain their certification under the PMI 

Continuing Certification Requirements Program (CCR).  

To establish appropriate criteria and policies permitting PMI to provide recognition and approval to 

qualifying providers of education in the field of project management. 

To provide a foundation for a cooperative effort between PMI and the project management education 

and training community. 

To create a forum for the exchange of ideas and best practices, and foster the growth of the project 

management body of knowledge. 

To provide a searchable database, via the PMI Web site, of Registered Educational Providers and their 

Professional Development Unit  (PDU) credit courses and other educational products to the project 

management community.   
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Section III:    Registered Education Provider Primary Responsibilities 

 
As a PMI Registered Education Provider, your organization is responsible for the following: 

 

 Following the quality assurance and criteria guidelines outlined in Section IV of ñA. Overview of 
R.E.P. Programò of the R.E.P. Manual. 

 

 Assigning a unique Course Number to each individual activity which is being offered for PDU 

credits.  The Provider Number is in the format XXXX-XXXXXX.  The first four digits are 

comprised of the R.E.P. Provider Number which is assigned to you upon enrollment in the program.  

The remaining digits should be a unique alpha-numeric identifier devised and assigned by the 

Provider (your organization).  

 

 Registering each activity in the R.E.P. Database by forwarding to PMI Records Office a completed 

R.E.P. Course Description Form for each new offering.  Once registered, minor modifications, such 

as the addition/deletion of activity dates and locations may be made through either your online 

access to your registered courses, or via electronic/fax/postal service submission.  For registration 

details please refer to Section II under ñB. Registered Education Provider Administrative 

Information.ò  

 

 Providing student attendees with supportive documentation of their participation in the form of a 

letter or certificate of attendance.  The format of the document is open; however, it should contain 

the course title, ten digit course number, date of completion, and number of PDUs awarded.  This 

document is to be retained by students in their personal CCR Folders as evidence of their 

participation/PDU claim. 
 

 

 

Section IV:    R.E.P. Enrollment Criteria 
 

All PMI Registered Educational Providers accept and agree to the conditions of participation in the PMI 

R.E.P. Program as found in their R.E.P. Agreement Form and noted below. All PMI R.E.P. Program 

participants understand and accept that PMI  reserves the sole and exclusive right to terminate their 

participation in the R.E.P. Program if it has been determined that the R.E.P. firm has acted contrary to 

any PMI  or R.E.P. Program policy, standard or rule. 

 

In the event that an R.E.P. firm/organization voluntarily withdraws from, or is required to leave the 

R.E.P. Program, the R.E.P. agrees that it will immediately discontinue all use of R.E.P. Program and 

PMI logos, marks, materials and statements.  In that event, the R.E.P. firm/organization will not 

represent that it has any association with the PMI R.E.P. Program. 

 

The R.E.P. organization agrees to accept and abide by the PMI Registered Education Provider criteria 

and all terms and conditions of the agreement, as outlined in the R.E.P. Application document, and 

further agrees to accept sole and full responsibility for the quality assurance of any project management 

programs offered with respect to the R.E.P. Program, and under this agreement. 

 

 
1.  R.E.P. Criterion 1: Organizational Responsibilities 
 

Guiding Principle: Participants in the PMI R.E.P. Program shall have the requisite resources, facilities, and 

administrative support to effectively participate in the Program, including the ability to comply with all Provider 

responsibilities and procedures. 
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1.1 The Provider shall be in compliance with all applicable laws and requirements.  A division, department, unit 

or role shall exist within the Provider that is responsible for administration of the required R.E.P. reports 

documentation, and communications.  

 

1.1.1      The Provider shall have been in operation as a project management educational provider for a  

                minimum of one calendar year preceding the time of application. 

  
The Provider shall have a designated division, department, unit or person that is responsible for 

administration of R.E.P. functions. 

  

The Provider shall have a clearly worded mission statement and goals that reflect a commitment towards 

excellence in project management education.   

 

The Provider shall provide attendees/participants with appropriate documentation (such as Certificate of 

Completion, Letter of Attendance, etc.) upon successful completion of each registered course.  PMP 

participants in your registered courses may be able to claim Category 3 PDUs. 

 

The Provider shall ensure that attendance/participation records are maintained for a minimum of one  

             calendar year after completion of a course or product offering or as required by applicable law. 

 

The Provider shall accurately represent the scope and quality of their services and products to prospective 

clients, PMI staff and the public.  

 

The Provider shall conduct all educational and business operations in an ethical, professional and lawful 

manner, and respect the rights and worth of all educational program participants. 

 

The Provider shall refrain from any manner of discrimination with respect to the programs provided under 

this Agreement, including, but not limited to, discrimination on the basis of: race or ethnic origin, 

gender, nationality, disability, religion or sexual orientation 

 

The Provider agrees that the Commonwealth of Pennsylvania, USA shall be the exclusive jurisdiction for any 

and all disputes arising out of this agreement and/or the Providerôs participation in the R.E.P. 

program.  

  
2.  R.E.P. Criterion 2: Course or Educational Product Development and Content 
 

Guiding Principle: To ensure that high quality project management courses are being offered for Category Three 

Professional Development Units (PDUs), appropriate Knowledge Experts shall develop and/or review all course content 

prior to delivery to the general public. 

 

Alignment to A Guide to the Project Management Body of Knowledge (PMBOK
®
 Guide): The content of 

courses or educational products offered for PDU credit shall be substantially consistent with the concepts and 

terminology found in the most current edition of the PMBOK
®
 Guide.   Project management theories or 

practices different from those described in the PMBOK
®
 Guide are permissible in course materials but shall 

be clearly identified as such to course participants.   

 

 

Instructional designers and/or developers involved of registered courses or educational  

products shall be qualified by demonstrable expertise in the requisite field.  Expertise may be 

demonstrated by such qualifications as formal education, experience, PMP or other recognized 

credentials appropriate to the subject matter. 

  
Subject matter experts involved in the content development of registered courses or educational  
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products shall be qualified by demonstrable expertise in the requisite field.  Expertise may be 

demonstrated by such qualifications as formal education, experience, PMP or other recognized 

credentials appropriate to the subject matter.   
    

At least one PMP,
 
other than the primary author, shall review and approve the complete content of courses 

registered under the R.E.P. Program or offered for PDU credits. 

 

Course materials shall be substantially consistent with the concepts and terminology as found in the  

 current version of the PMBOK
®
 Guide. 

Note- Courses can be acceptable in the following ways:  

Course content aligns with PMI Standards. 

Course content offers project management concepts that are alternative to PMI 

       Standards, and denotes these differences. 

Course content does not directly address PMBOK
® 

Guide Knowledge Areas but covers 

general management skills that directly support project management professional  

   development. 

                

Learning Objectives:  The course should be designed around clearly identified, measurable learning objectives.  

Course material should be clearly worded and arranged in a logical manner that facilitates achievement of the 

learning objectives. 

 

2.2.1 Course content shall support the learning objectives as stated in the provided course documentation.  

 

2.2.2   A course outline/syllabus and all relevant course materials for the course submitted for review shall 

be provided with this application.  All course materials shall follow the outline/syllabus in a clear and 

logical manner.  

Note - Each course offered for Category Three (3) PDUs must be registered in the PMI R.E.P. 

Database.   The ñin-depth reviewò of a course (or courses, depending upon number of delivery 

methods your organization wishes to have approved) that is part of this application form usually 

occurs during the initial R.E.P. application review and during the ñthird yearò R.E.P. Renewal 

Review.   

After enrollment in the R.E.P. Program the new R.E.P. would only be required to submit the four 

page ñR.E.P. Course Description Formò in order to register a course in the R.E.P. Database.   

 
   

3.  R.E.P. Criterion 3: Course or Educational Product Delivery and Instructor Evaluation 
 

Guiding Principle: To ensure that identified learning objectives will be met, appropriate instructional delivery methods 

shall be chosen for the course.  In addition, course instructors shall be chosen based on proven expertise in the field, and 

their ability to facilitate learning. 

 

Courses or educational products offered for PDU credit shall use effective instructional methods, instructors 

and/or learning resources appropriate to the learning objectives. The provider shall: 

 

3.1.1   Have processes in place to select qualified instructors and ensure instructional effectiveness.   

 

 

Use instructional methods and learning resources appropriate to facilitate achievement of the intended  

 learning objectives.   

 

 

Ensure that instructors for courses intended for PDU credits shall possess the PMP credential or at  

 least one of the following qualifications: formal education, experience or other recognized credential  

 appropriate to the subject matter.   

 

 



    9 

 R.E.P. Manual 23 October 2009 

Ensure that all courses specifically intended to prepare candidates for the PMP Examination shall be  

 taught by instructors holding the PMP credential. 

 
 

 

4.  R.E.P. Criterion 4: Awarding of Professional Development Units (PDUs)  

 
Guiding Principle:  To ensure that participants are awarded the appropriate number of Professional Development Units 

(PDUs) upon completion of a course, and that assignment of PDUs is uniform throughout the R.E.P. Program, PDU 

values of courses shall be assigned based on industry-accepted methods of contact hour equivalencies. 

 

The Provider shall advertise in all communications and award the appropriate amount of Professional 

Development Units (PDUs) for each registered course or educational product.   

 

The applicant shall have a process in place for calculating the PDU value of each course or educational 

product delivered via traditional or nontraditional/distance learning instructional methodologies.  

 

PDU values shall be assigned using currently accepted industry methods of contact hour equivalencies.    

  Note: currently accepted industry methods include the following: 

a) Courses delivered via traditional face-to-face methodology shall be assigned one PDU for 

each contact hour of instructional interaction. One (1.0) PDU is issued for every contact 

hour of a planned, structured learning activity. Increments of 0.25 PDU may be awarded 

after the first full hour of learning. No PDUs are to be assigned for extended (>30 minutes) 

breaks, including lunch breaks.  

b) For courses already approved for Continuing Education Units (CEUs) as administered by 

the International Association of Continuing Education and Training (IACET), one (1) CEU 

equates to ten (10) PDUs.   

c) Courses delivered via nontraditional means (i.e., Web-based synchronous or asynchronous 

Web instruction, video conference, audio conference, audio/video tape, or interactive CD-

ROM) shall be assigned PDUs based on the average time in hours needed to complete the 

course by a minimum of 10 sample participants.  Alternative methods of PDU assignment 

may be approved on a case-by-case basis. 

 

  
5.  R.E.P. Criterion 5:  Course Evaluation and Improvement 
 

Guiding Principle:  To ensure that courses being offered under the R.E.P. Program meet participant expectations and 

achieve their stated Learning Objectives, Providers shall have a process in place for continuously improving their courses 

based on student evaluations, external audits, or other monitoring methods. 

 

The provider shall, on a continuous basis, evaluate each course or educational product being offered for PDU 

credit in order to determine the degree of success in meeting learning objectives and customer expectations.  

The Provider shall use this information to make improvements in future course offerings or product 

development.  

 

Note:  Substantial changes to 25% or more of course content would require resubmission of a new course 

for approval. 

 

All courses intended for PDU credit shall be evaluated via course evaluation forms or other means  

in order to measure the degree of success in meeting learning objectives.  

  

Note:  A course evaluation form should contain, at a minimum, an assessment of whether or not  

the intended learning objectives were met; 

the instructional methodologies used facilitated achievement of course goals; and  

instructor effectiveness is periodically assessed based on student feedback. 
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Feedback from course evaluations shall be used to continuously improve courses. 

 
 

6.  R.E.P. Criterion 6:  R.E.P. Marketing Representations 
 

Guiding Principle:  To ensure that Providers act in an honest, ethical and professional manner in their dealings with PMI 

and the public and that the relationship between PMI and the provider is accurately and unambiguously represented to 

the public, Providers shall strictly adhere to the R.E.P. marketing guidelines as delineated by PMI. 

 

6.1. The Provider may only use PMI approved R.E.P. logos and marketing statements when representing itself as 

a PMI R.E.P. to customers, potential customers, or the general public.  Furthermore, PMI recognition of 

R.E.P. organizations is intended solely for use in conjunction with registered courses or educational products 

being offered for PDU credit and must not be inferred as recognition for other business activities of the 

Provider.   The Provider shall: 

   

6.1.1.   Only use the approved R.E.P. logos and marketing statements as found in the most current R.E.P. 

Manual. 

 

Accurately represent the scope and quality of their services and products to prospective clients, PMI staff  and 

the public (See also Criterion 1.1.6).  

  

Warrant that it will, at all times, act in an honest, ethical and professional manner both in its dealing with PMI 

and with the general public. 

 

6.1.4   Make no statements or representations indicating or implying, in any manner, that PMI has 

accredited, certified, sponsored, endorsed, or guaranteed any of your organizationôs products, 

publications or services.  The following statement is authorized by PMI for use in connection with the 

PMI Registered Educational Provider Program: ñ[Name of Company] has been reviewed and 

approved as a provider of project management training by the Project Management Institute (PMI).ò  

Your organization may also state the following: ñAs a PMI Registered Education Provider (R.E.P.)., 

[Name of Company] has agreed to abide by PMI established quality assurance criteria.ò   

 

6.1.5    Comply with all applicable laws and PMI policies regarding the use of Institute intellectual property, 

including, but not limited to the following: ñUse PMI, trade, service, or certification marks only to 

refer to, or describe, PMI, PMI Components or programs, or the PMP Certification Program, or as 

otherwise specifically authorized by the Agreement.ò   

                                                                                                                    

Include proper notice of PMI ownership of its copyrights, trade, service or certification marks with all uses of 

such copyrights and marks. 

 

Be prohibited from using any PMI trade, service or certification mark in any domain name, e-mail account or 

company name. 

 

6.2  In order to ensure the integrity of PMI's certification programs and the value of PMI certification to its 

customers, the Provider shall abide by PMI's advertising policies in advertising its registered courses or 

educational products, both in their advertisements in PMI publications and in the statements in Providerôs 

own marketing materials, regarding Providerôs registered courses and educational products.  PMIôs 

advertising policies include the requirement that in advertising certification preparation courses the Provider 

must avoid making false or misleading statements regarding PMI's certification programs, including but not 

limited to statements that give the impression that the Providerôs course is the only criteria for achieving 

certification versus a combination of relevant education and work experience and a passing score on the 

certification examination.   Statements regarding pass rates for the Providerôs students must be accompanied 

by a description of the survey group and method of calculation, such as "Based on the results reported to 

Provider by 100% of the students who took a course in 2003..."  Any "guarantees" or promised results relating 

the Provider's courses must be accompanied by a description of the basis for such claims sufficiently detailed 
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to enable the public to evaluate the import and veracity of the claim.  For example, if an advertisement states 

that a candidate is "guaranteed" to pass the examination, the terms of that guarantee must be fully stated such 

as "all tuition fees are refundable within ten days of receipt of the studentôs submission of a claim" or 

"guarantee includes permission to take the course again at no charge at the same location at which it was 

given within six months of the date the student took the examination."    
 

 

 

Section V:    Benefits of Enrollment in the R.E.P. Program 
 

All PMI R.E.P.s (Provider, Global Provider, Internal Training Provider, GAC Provider, PMI Component 

Provider, Charter Provider and Charter Global Provider) enjoy the following list of benefits.   For 

information on utilizing these benefits, please refer to ñB, Registered Education Provider Administrative 

Information, section VI, Using Your Benefits of Enrollment.ò 
 

PMI Global Providers and Charter Global Providers enjoy additional benefits.  These additional benefits 

are listed below the general benefits listing. 

 

General Benefits: 
 

1.  Permission to publicize your organization as a PMI approved Registered Education Provider. 

Your organization may use the ñR.E.P.ò term  when representing itself as a PMI R.E.P. to customers, 

potential customers, or the general public.  Furthermore, PMI recognition of R.E.P. organizations is 

intended solely for use in conjunction with registered courses or educational products being offered for 

PDU credit and must not be inferred as recognition for other business activities of the Provider.  Please 

see ñR.E.P. Criterion 6:  R.E.P. Marketing Representationsò of the R.E.P. Criteria for further information. 

 

2.  License to use the official PMI R.E.P. logo appropriately in promotional and course materials consistent 

with program policies. 

Please see ñR.E.P. Criterion 6:  R.E.P. Marketing Representationsò of the R.E.P. Criteria for further 

information.   

 

Posting of your ñProvider Profileò and other organizational information on the enhanced searchable 

provider database found on the  R.E.P. area of the PMI Web site. 

Please refer to Section II, ñR.E.P. Administrative Updates URL,ò under ñB. Registered Education 

Provider Administrative Informationò for access information.  

 

 Posting of registered courses in the searchable course database found on the R.E.P. area of the PMI Web 

site. 

Please refer to Section V, ñR.E.P. Course Registration Information,ò under ñB. Registered Education 

Provider Administrative Informationò for additional information.  

 

Web links directly to your organizationôs Web site from the searchable R.E.P. Provider Directory and the 

R.E.P. database of PMI R.E.P. courses posted on the PMI Web site. 

Please refer to Section II, ñR.E.P. Administrative Updates URL,ò under ñB. Registered Education 

Provider Administrative Informationò for additional information.  

 

 Receipt of the ñR.E.P. Monthly Updateò e- Newsletter.  

A monthly publication, containing timely information regarding the R.E.P. Program and PMI in general, 

that is sent electronically to the two designated R.E.P. point of contact people from your organization.   

Additionally, this newsletter is posted on the R.E.P. Community Site.  For access information to the 

R.E.P. Community Site please refer to Section I under ñB. Registered Education Provider Administrative 

Information.ò  
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 Exclusive access to Requests for Proposals (RFPs) from organizations seeking project management   

training.  

The RFP Referral Program is designed to link organizations and corporations seeking project 

management training and development with the PMI R.E.P.s.  Please note, PMI is independent of this 

process.  PMI simply posts the RFP on the R.E.P. Community site.  To learn more about the RFP process, 

please visit the PMI Web site at http://www.pmi.org/info/PDC_REPReferralProgram.asp   

For access information to the R.E.P. Community Site please refer to Section I under ñB. Registered 

Education Provider Administrative Information.ò  

 

 PMI promotional activities sponsoring the R.E.P. Program 

PMI will seek out ways to promote the benefits of the R.E.P. Program to the R.E.P. clients.  In the past 

these activities have included advertisements in training, trade and airline magazines, and directories of 

R.E.P.s for specific audiences  

 

 Exclusive access to the R.E.P. Community Intranet Site, for updated information on PMI sponsored 

events, breaking news, and other timely information.  

For access information to the R.E.P. Community Site please refer to Section I under ñB. Registered 

Education Provider Administrative Information.ò  

 

 Preferred pricing on reference and document delivery services from the PMI James R. Snyder Center for 

Project Management Knowledge & Wisdom. 

Please refer to Section VI under ñB. Registered Education Provider Administrative Informationò  

for detailed information.  

 

A 40% discount on most PMI publications purchased through the PMI Bookstore. 

Please refer to Section VI under ñB. Registered Education Provider Administrative Informationò  

for detailed information.  

 

 Limited License to Reproduce Material from the PMBOK
® 

Guide in Providerôs Courses according to the 

specifics outlined in the R.E.P. New and Renewing Application. 

 Contingent upon the R.E.P.s acceptance of the terms and conditions set forth in the R.E.P. Application, 

PMI grants Licensee a limited use, nonexclusive, nontransferable license (the ñLicenseò) solely to 

reproduce 15 figures and five excerpts from the most current edition of PMIôs copyrighted A Guide to the 

Project Management Body of Knowledge (PMBOK  Guide) and reproduce definitions from the PMBOK
®
 

Guide Glossary (in English language only)  (herein ñLicensed Materialò) for use and inclusion in its 

course offerings. 

 

For further information regarding the permissions process for this benefit, please refer to Section IV, 

ñPMI Intellectual Property/Permissions Processò under ñB. Registered Education Provider Administrative 

Information.ò  

 

13.  Linking to the PMI  Home Page (www.pmi.org).   
 Registered Education Providers (R.E.P.) are permitted, and indeed encouraged, to link to the  

 PMI Home Page.  For further information regarding the permissions process for this benefit,  

 please refer to Section V, ñPMI Intellectual Property/Permissions Processò under ñB. Registered  

Education Provider Administrative Information.ò Please note, no other linking to the PMI Web  

site (i.e., deeper pages into the site) is permitted. 

 

Special R.E.P. Certificate of Enrollment document designating the organization as an R.E.P. Provider. 

This Certificate is sent to R.E.P.s upon their enrollment and yearly renewal into R.E.P. Program.  It 

indicates the enrollment year for the R.E.P. and the level of enrollment. 

 

 

Organizations who enroll at the ñGlobal Providerò and ñCharter Global Providerò levels are entitled to the 

following additional benefits of enrollment:  

 

http://www.pmi.org/info/PDC_REPReferralProgram.asp
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Opportunity to register and advertise an unlimited number of qualified courses in the R.E.P. course 

database, posted on the PMI Web site ï the worldôs premier Web site for project management. 

Please refer to Section IV, ñR.E.P. Course Registration Information,ò under ñB. Registered Education 

Provider Administrative Informationò for additional information.  

 

PMI publications reference service through the PMI James R. Snyder Center for Project Management 

Knowledge & Wisdom at no charge. 

For additional information, please contact the PMI James R. Snyder Center for Project  

Management Knowledge & Wisdom Information Specialist at kwc@pmi.org 

 

Free registration of your organizationôs first ñadditional office.ò  A $100.00 (US) value. 

Please refer to Appendix D for the ñRegistration of Additional Offices Form and Instructions. 

Additional information may be found in Section VIII, ñHow to Register Additional ñBranch Officesò 

for your Organization,ò under ñB. Registered Education Provider Administrative Information.ò  Please 

note, only Global and Charter Global Providers are permitted to list additional branch offices in the 

Searchable R.E.P. Provider Directory. 

 

An annual report of learning needs and trends extracted from PMI Member and Customer Surveys. 

 

One complimentary registration to R.E.P. Networking Events associated with the PMI Global Congress - 

North America. 

 

Posting of your organizationôs logo on the R.E.P. Profile. 

Please refer to Section III, ñMaintaining Your Organizationôs Contact Information Within the R.E.P. 

Program,ò under ñB. Registered Education Provider Administrative Informationò for additional information. 

 

Finally, organizations who enrolled from the inception of the R.E.P. Program until June of 2000 had the 

opportunity to register as ñCharterò R.E.P.s.  These providers are entitled to the following additional 

benefits of enrollment:  

 

Permission to identify the organization as a ñPMI Charter Registered Education Providerò or ñPMI 

Charter Global Registered Education Providerò as long as the organization maintains registration and 

is in good standing.  

 

Special R.E.P. Certificate of Enrollment document designating the organization as a Charter Provider. 

 

 

 

Section VI:    R.E.P. Categories/Fee Structure   
 

R.E.P. Categories:  

All organizations participating in the R.E.P. Program must meet the R.E.P. Criteria and follow 

procedures as defined in the R.E.P. Manual. These organizations include professional training firms, 

academic colleges and universities, corporate universities, government agencies, private consulting 

firms, PMI Components, and PMI Cooperating Associations. The classification or "Categories" of 

Providers is for administrative purposes only and is not an indication of differences in quality of their 

learning activities or products. 

In general, R.E.P.s are those providers who offer project management training to the general public, or 

on a custom training basis.  Participants in the PMI Registered Education Provider Program may register 

as: 

a Registered Education Provider,  

a Global Registered Education Provider,  

an Internal Training Provider,  

mailto:kwc@pmi.org
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a GAC Provider, or 

a PMI Component Registered Education Provider.   

 

Additionally, R.E.P. Providers who enrolled from the inception of the Program until June of 2000 had 

the opportunity to register as ñCharterò R.E.P.s.  The term "Charter Provider," whether it is attached to 

Provider or Global Provider, indicates that these training organizations were among the original 

providers who enrolled in the PMI R.E.P. Program. This designation demonstrated the R.E.P.s' 

commitment to the development of a solid professional development infrastructure for the project 

management profession, and was only offered through 1 June 2000. Any providers who enrolled or who 

applied to have the Charter designation after that date, did not have the opportunity to have this special 

designation. 

 

Definitions of R.E.P. Categories: 
  

ñProviderò Registered Education Provider: A training organization which offers a small selection of 

project management relevant training courses to the general public, or on a custom training basis.  

ñProviderò R.E.P.s are permitted to register up to three courses in the R.E.P. Database at no additional 

charge.  Each course registered in the R.E.P. Database over the first three would be an additional $150.00 

U.S. (yearly fee).   
 

 ñGlobal Providerò Registered Education Provider :  A training organization which offers a selection 

of project management relevant training courses to the general public, or on a custom training basis.  

ñGlobal Providerò R.E.P.s are permitted to register an unlimited number of courses in the R.E.P. Database 

at no additional charge.   

 

 ñInternal Training Providerò Registered Education Provider:  These organizations are generally 

composed of training departments within corporations or government agencies who limit appropriate 

educational programs to their own individual employees.  Internal Training Provider R.E.P.s do not offer 

training to the public. 

 

 ñPMI Component Providerò Registered Education Provider: Registered Education Providers are PMI 

Chapters, Specific Interest Groups and PMI Colleges who offer project management training to their 

members and/or to the general public. 

 

 ñCharterò Registered Education Providers: Special note must be taken of ñCharter R.E.P.s.ò  The term 

"Charter Provider," indicates that these organizations were among the original providers who enrolled in 

the PMI R.E.P. Program. This designation demonstrated the organizationsô commitment to the 

development of a solid professional development infrastructure for the project management profession, 

and was only offered through 1 June 2000. Any training organizations who enrolled after that date did not 

have the opportunity to have this special designation.   

ñCharter Providerò R.E.P.s, along with ñProviderò R.E.P.s, are permitted to register up to three courses in 

the R.E.P. Database at no additional charge.  Each course registered in the R.E.P. Database over the first 

three would be an additional $150.00 U.S. (yearly fee).   
ñCharter Global Providerò R.E.P.s are permitted to register an unlimited number of courses in the R.E.P. 

Database at no additional charge.   

 

 

Fee Structure:  

 

Each enrolled R.E.P. is required to pay a yearly registration fee.  These fees are outlined below.  Annual 

registration in the R.E.P. Program is valid for one year from an organizationôs official acceptance 

into the R.E.P. Program.   Please note, all fees paid to PMI are nonrefundable. 

 
There are four fees associated with enrollment in the R.E.P. Program: 
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ñApplication Review Processing Feeò of $250.00 U.S. (one-time fee): 

- This fee is only charged for the initial processing of the applicant R.E.P., and is for administrative 

activities.  If the applicant R.E.P. is not admitted to the program, all submitted fees, except for 

this one-time application review processing fee, will be refunded to the denied applicant R.E.P. 

 

 Registration Fees (yearly fee): 

Each type of R.E.P. has a specific yearly registration fee attached to it:  

- PMI ñProviderò R.E.P.: $1250.00 U.S. 

- PMI ñGlobal Providerò R.E.P.: $1750.00 U.S.  

- PMI ñInternal Training Providerò R.E.P.: $1000.00 U.S. 

- PMI ñGAC Providerò R.E.P.: $750.00 U.S. 

- PMI ñComponent Providerò R.E.P.: $500.00 U.S. 

 

 An ñAdditional Branches Feeò of $100.00 U.S. (yearly fee): 

- ñCharter Globalò and ñGlobal Providersò only: Optional, submit $100.00 (US) per additional 

office. 

- First additional office is ñfreeò as part of Charter Global and Global Provider R.E.P. Benefits.  

Complete a separate ñAdditional Office Information Formò for each office registered.  Please 

refer to Appendix D for the ñRegistration of Additional Offices Form and Instructions.  

Additional information may be found in Section IX, ñHow to Register Additional ñBranch 

Officesò for your Organization,ò under ñB. Registered Education Provider Administrative 

Information.ò  

 All appropriate fees must be submitted with the R.E.P. Application and/or with the R.E.P. Renewal 

Application.  The R.E.P. Application and/or R.E.P. Renewal Application process will not commence until 

all requested documentation and payment has been received at PMI Headquarters. 

 

 For R.E.P. renewal applicants only: In the case that the R.E.P. renewal applicant organization is denied 

renewal into the R.E.P. Program, PMI will retain a $250.00 U.S. Application Review Processing Fee 

from the submitted ñRegistration  Renewal Feeò and return the remaining monies to the denied applicant. 

 

 Part of the R.E.P. application review process includes a review of the applicant organizationôs courses, by 
an independent reviewer.  Currently, the process is ñvirtualò with a small percentage of face-to-face 

reviews for quality assurance purposes.  If the applicant organization requires a ñface-to-faceò review 

instead of the current ñvirtualò process, the cost of the review (travel, rental, hotel fees, etcé) will be paid 

for by the applicant R.E.P. organization.  PMI will not be responsible for these fees.  

 

 It must be noted that these fees quoted are based on the pricing structure that is in place as of      1 January 

2004.  These fees may change.  

 

 

 

     Section VII:    Review/Quality Assurance Process  
 

 Each organization applying to enroll in the R.E.P. program is required to submit specific 

documentation regarding its organizational business structure, its operational practices, and course 

content.  This information is then reviewed against established quality assurance criteria by both 

PMI and an ñR.E.P. Quality Reviewer,ò an independent course content reviewer who is qualified by 

both project management experience and training. 

 

New applicant organizations will not be registered in the R.E.P. Program until their application, 

including the required course submission(s), has been reviewed and approved.  Once an organization 

is approved, the R.E.P. organization and course review process will take place in a three year cycle. 

Approval will be effective from the original approval date provided that the approved organization 
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remains in good standing as a Registered Education Provider during this period.  Every three years 

after enrollment in the R.E.P. Program, each registered R.E.P. is required to complete the quality 

assurance review process outlined above.   

 

In 2004 all current renewing R.E.P. organizations were required to complete the ñR.E.P. 

organization and course review process,ò which includes the in-depth review of the renewing 

organization and its courses by an R.E.P. Quality reviewer.  

  
 To ensure the continuing quality of the R.E.P. Program, all Providers are also subject to  

program audits by PMI.  Each year, a percentage of all enrolled R.E.P.s are chosen for audit based 

on customer feedback received by PMI, or through random selection.     

 

 

      Section VIII:  Appeals Process 
 

PMI shall reserve the sole and exclusive right to (a) reject any Application to enroll in the PMI 

Registered Education Provider Program based on inability to meet required Program Criteria, or (b) 

terminate a Providerôs participation in the Program if it has been determined that a Provider has 

acted contrary to any PMI or R.E.P. Program policy, standard, or rule. 

 

In the event of the occurrence of either (a) or (b) above, the chief operational officer or other 

authorized representative of the R.E.P. Applicant/Provider shall have the right to appeal such an 

adverse PMI decision by informing PMI of the R.E.P. Applicant/Providerôs intent to appeal within 

thirty (30) days of receipt of PMIôs written decision.   

All appeals shall be forwarded, in writing, to the attention of the Accreditation Programs Manager at 

PMI, Fourteen Campus Boulevard, Newtown Square, PA 19073.  The appeal letter shall: (a) clearly 

state the specific grounds on which the appeal is being made, and (b) include all relevant supportive 

documentation demonstrating why the appellant feels that the decision by PMI is in error and should 

be reconsidered. 

Within thirty (30) days of receipt of the written appeal, the Accreditation Programs Manager shall 

review the appeal and supportive documentation, and inform the appellant in writing whether or not 

the appeal has been approved or denied.  If the appeal is approved, the appellant will be 

automatically accepted into the R.E.P. registry and will be sent all relevant guidelines, forms, and 

logos.     

In the event that the appeal is denied by the Accreditation Programs Manager, the appellant will be 

either be denied or removed from active R.E.P. status.  The decision of the Accreditation Programs 

Manager at PMI shall be final and binding on the R.E.P. Applicant/Provider.  

 

 

B. Registered Education Provider Administrative Information 
 

This section of the R.E.P. Manual assists the R.E.P. organization to successfully maintain its enrollment 

in the R.E.P. Program.  Access information to special sites, who to contact with questions and how to  

fully utilize your benefits of enrollment are the main areas addressed in this section.  If the R.E.P. 

organization has any questions regarding the administration of its enrollment in the R.E.P. Program, 

please feel free to contact the Accreditation Programs Coordinator by telephone at +1-610-356-4600 ext. 

5003, or by e-mail at repsupport@pmi.org. 

mailto:repsupport@pmi.org
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Section I:    R.E.P. Community Site 
 

The R.E.P. Community Site (http://rep.pmi.bluestep.net/) is designed to provide R.E.P. organizations 

with an online community that facilitates communication between PMI Headquarters and Providers.  Be 

sure to visit this site often to receive updated information on PMI sponsored events, breaking news, and 

newly posted Request for Proposals (RFP).  Additionally, the ñAdministrative  Filesò section of the site 

has the most recent versions of the documents needed to maintain registration in the R.E.P. Program. 

 

To access the R.E.P. Community Site the R.E.P. organization would insert its PMI ID Number and its 

Password.  These numbers are sent to the enrolled organization upon its acceptance into the R.E.P. 

Program, and again when its R.E.P. enrollment is renewed.  If an R.E.P. is unsure of its PMI ID Number 

and Password, please feel free to contact repsupport@pmi.org.  Please note, if the R.E.P. organization 

contact person is a PMI Member, the numbers associated with the R.E.P. Organization are not the 

individual PMI Member ID and password.  The R.E.P. Organization, as a separate entity, has its own 

PMI ID and Password. 

 

 

Section II:    R.E.P. Administrative Updates URL 
 

The new CCR System implemented on 25 August 2009 is in full operation.  

 

As a reminder, PMI is asking that R.E.P. representatives create their own unique username and 

password on PMI.org if they have not done so already so they may access the newly enhanced CCR 

system (formerly the R.E.P. Administrative Update Site). 

 

When you register (by clicking on the ñBecome a Provider Representativeò link in the green 

column on the left-hand side), you will be prompted initially to give your training organizationôs 

R.E.P. ID and password to enter the system so it is linked to PMI.org. You will only need to do this 

once. 

 

http://sparky.occe.ou.edu/pmi/REPlogin.cfm can no longer be used to register activities.  

 

The new CCR system on PMI.org is at the following link: https://www.pmi.org/ccrs/.  

 

If the R.E.P. Organization does not know its Provider ID or Password, simply contact 

repsupport@pmi.org.  

  

By accessing this site, the R.E.P. organization may update information regarding its enrollment in the 

R.E.P. Program.  The R.E.P. organization may: 

Create and register a new R.E.P. Course Description Form 

Use this area of the site to submit new courses to be registered in the R.E.P. Database.  

The submitted forms are reviewed by the PMI Records office, then posted on the 

Comprehensive and On-Line Advertising Databases (if requested) approximately one 

to two weeks after submission. To check if a course has been accepted view the 

"Course Transcript 

Update its ñOrganization Profile,ò available to the public on the Searchable R.E.P.  

The R.E.P. Profile allows the R.E.P. to describe its organizationôs key services and 

areas of focus.  Visitors to the Searchable R.E.P. Provider Directory, on the PMI Web 

site are able to select from a variety of features to find providers that fit their specific 

http://rep.pmi.bluestep.net/
mailto:repsupport@pmi.org
https://www.pmi.org/ccrs/
mailto:repsupport@pmi.org
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training needs.  Search options include: whether you provide public and/or 

customized training; train in specific languages; or specialize in specific topics or 

industries.  Provider Directory on the PMI Web site 

Access the R.E.P. Community Site 

Please refer to section I above for more information. 

View a transcript of all the R.E.P. organizationôs registered courses 

A complete listing of all courses registered by the R.E.P. in the R.E.P. Database.  Use 

this transcript to check the status of submitted courses, whether pending or accepted. 

Additional features of this transcript are the ability to ñretireò a course, perform a 

ñPMP Reviewò on a previously registered course, or agree to post the registered 

course on the PMI CCR ñOnline PDU Reporting System.ò 

Please note, this transcript is a "static list" of all of the R.E.P. organization's 

submitted courses.  Any changes to a registered R.E.P. Course ID, Course name, 

PDU value, or duration of a course are not permitted, and would require that the 

R.E.P. organization submit a new Course Description Form, using the "Create and 

register a new R.E.P. Course Description Form.ò 

Edit current online course advertising 

Previously registered courses may have the advertising edited to reflect new dates and 

locations, new contact information, and to delete an advertised course. 

Add Course to Online PDU Reporting System                                                                        All 

R.E.P. registered courses default to ñyesò for this system.  By checking "Yes" for this 

option, the selected course will be available for viewing by any PMP who is reporting 

PDUs online using the PDU Activity Reporting Form available on the PMI Web site 

at www.pmi.org.  Selecting "yes" for this option allows the PMP to more easily report 

your R.E.P. Registered Activity.                                                                                                    

Selecting "no" still allows the activity to be reported online, but the individual PMP 

would be directed to a "Blank" PDU Reporting Form," rather than a "Pre-completed 

Form." Some customized courses offered by R.E.P.s are registered with the "no" 

option for reasons of privacy.  If the R.E.P. Organization wishes to select ñnoò for 

this option, then it must make this change to the course using the Administrative 

Updates URL transcript after submission of the course. 

 

 

Section III:    Maintaining the R.E.P.ôs Contact Information in the R.E.P. Program 
 

There are three main databases where the R.E.P. organizationôs information is maintained, the R.E.P. 

Enrollment Database, the R.E.P. Advertised Course Database and the R.E.P. Transcript of Registered 

Courses.  Additionally,  this section addresses troubleshooting changes to the R.E.P organization and its 

relationship with PMI and how ñGlobal and Charter Global Providersò: may post their organization logo 

on the R.E.P. Provider Directory. 

 

1. The R.E.P. Enrollment Database maintains all of the R.E.P. contact information, including the 

name of the organization, point of contact persons, as well as additional offices, enrollment and renewal 

dates.  The contact information contained in this database is used to regularly send communications to 

the R.E.P. organization.  Renewal invoices, the R.E.P. Monthly Update Newsletter and other important 

communications are sent to the R.E.P. using the information contained in this database.  In order to 

change any of this information, the R.E.P. must contact PMI Headquarters at repsupport@pmi.org , and 

request that this information be changed. 

 

http://www.pmi.org/
mailto:repsupport@pmi.org
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How to update R.E.P. provider listing on the ñR.E.P. Enrollment Database:ò 

    

On the R.E.P. provider listing there is specific information that you cannot change, such as 

the organizationôs address and contact information.   

To make these changes, the R.E.P. would send a message, noting updated contact 

information to repsupport@pmi.org .   

The R.E.P. Database will be updated at PMI Headquarters with the new information.   

These changes will be reflected within a ten working days of receipt, the next time the R.E.P. 

Enrollment Database is updated on the PMI Web site.  

 

2. R.E.P. Advertised Course Database is accessible through the ñRegistered Education Provider 

Administrative Updates URL (https://www.pmi.org/ccrs/) noted in section II above.  There are 

several updates that may be performed in this area, including: submitting a new course to be 

registered in the R.E.P. Database, updating the R.E.P. organization profile, editing previously 

registered courses with new contact information,  

    

3. R.E.P. Transcript of Registered Courses is a "static list" of all of the R.E.P. organization's 

submitted courses.  Any changes to a registered R.E.P. Course ID, Course name, PDU value, or 

duration of a course are not permitted, and would require that the R.E.P. organization submit a new 

Course Description Form, using the "Create and register a new R.E.P. Course Description Formò area 

of the R.E.P. Administrative Updates URL, noted in section II above. 
 

4. Troubleshooting Changes to the R.E.P. Organization and Its Relationship With PMI: 

Merges: If a current R.E.P. organization in good standing merges with another organization, 

then the new organization that is formed from the merger is permitted to retain the R.E.P. 

designation.  Simply notify PMI Headquarters of the change to the R.E.P. organization by 

sending an e-mail to repsupport@pmi.org noting the previous name of the organization 

and contact information and the new name of the organization and contact information.   

Multiple branches of one organization: If an organization is a part or a division of an 

organization that is already enrolled in the R.E.P. Program, then there is the possibility 

that other divisions or branches may enroll in the R.E.P. Program using the one R.E.P. 

designation.  In this case, the point of contact person for the R.E.P. Program within the 

organization would need to be contacted to see if both organizations can agree to "share" 

the current R.E.P. enrollment that is in place at the time.  Please note, there must be only 

one name associated with an R.E.P. organization in the R.E.P. Database.  If multiple 

branches or divisions of an organization wish to ñshareò the R.E.P. Designation, then an 

agreement must be made within the R.E.P. organization as to the official title of the 

organization on the R.E.P. Database. 

 

5. ñGlobal and Charter Global Providersò Only: How to post your organization logo on the R.E.P. 

Provider Directory  

Posting of the R.E.P. organizationôs logo in the Searchable R.E.P. Provider Directory on the PMI 

Web site is one of the benefits of enrollment in the R.E.P. Program as añGlobalò or Charter Global 

Provider.ò  Below please find the process for posting the R.E.P. organization logo: 

The organization logo should be converted to an ñimage file,ò and titled with the 

providerôs 4 digit ID Number.  For example: 2000.jpg or 2000.gif 

 The R.E.P. organization would then send a copy of the image file electronically to 

repsupport@pmi.org 

The R.E.P. organization logo will be posted on the R.E.P. organization profile within a 

few days of receipt at PMI 
 
 

mailto:repsupport@pmi.org
https://www.pmi.org/ccrs/
mailto:repsupport@pmi.org
mailto:repsupport@pmi.org
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Section IV:    Guidelines for Use of PMI Intellectual Property 
 

 

                                        
 

1.  R.E.P. Logo 

 

The R.E.P. Logo is licensed on a non-exclusive, non-transferable basis by PMI to members of the R.E.P. 

Program as a program benefit for Providers to use pursuant to the terms and conditions herein.  The 

terms of this license to use the R.E.P. Logo may be modified from time to time at PMI's sole discretion.  

   

The R.E.P. Logo must be displayed in such a way that it is clearly linked to the name of the Provider and 

may only be used in conjunction with Providerôs registered courses or educational products.  The R.E.P. 

Logo may only be used in a manner to indicate Providerôs membership in the R.E.P. Program and not in 

a manner which expresses or implies that PMI has accredited, certified, sponsored, endorsed or 

guaranteed the quality of any of a Providerôs specific products, courses, publications, or services.  If the 

R.E.P. Logo is placed on a Providerôs products, courses, publications, or materials describing its 

services, a statement must be used: ñProvider is a member is PMIôs R.E.P. Program and PMI does not 

specifically endorse, approve, or warrant Providerôs products, courses, publications, or services.ò 

 

The R.E.P. Logo may not be used by the Provider in a manner where it is stated or implied (by 

affirmative words or by specific placement of the R.E.P. Logo) that the Providerôs partners, 

subcontractors, licensees of the Provider, or any other third party, are also an R.E.P. When using the 

R.E.P. Logo, the Provider must use the name under which it is registered as an R.E.P. 

 

 Providers must immediately cease all use of the R.E.P. Logo upon the expiration or termination of their 

R.E.P. Agreement with PMI and must immediately remove the R.E.P. Logo from its website and cease 

distribution of any course materials, marketing materials and advertisements containing the R.E.P. Logo.  

Please refer to the Logo Usage Guidelines that were provided with your registration package for 

information regarding technical specifications and specific placement of the R.E.P. Logo on your 

website, products and marketing and advertising materials.  Also see ñSection VI, Using the R.E.P. 

Benefits of Enrollment in the R.E.P. Programò for more information regarding specific R.E.P. Program 

benefits.   

 

2.  PMI Logo 

 

The PMI corporate logo cannot be displayed without specific permission from PMI Headquarters.  

Permission to display the corporate logo is granted only for use with an active link to the PMI homepage 

from the Providerôs homepage.  PMI does not permit use of the corporate logo on any non-PMI printed 

materials, business cards, or publications.   

 

3.   PMI Trademarks 

 

The purpose of a trademark is to permit a trademark owner to differentiate its products, goods or 

services from those of others; trademarks also serve to help consumers in identifying the source of a 

product, good, or service.  A valid mark may be registered for an owner to use exclusively in 

conjunction with the ownerôs product, good, service, or in the case of PMP
®
 and CAPM

®
, a certification 
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program.  The unauthorized use of a mark in a confusingly similar manner constitutes trademark 

infringement.  However, third parties can use a trademark without specific authorization from the owner 

to refer to the trademark ownerôs products or services, so long as proper attribution to the mark and 

owner are given and there is no confusion as to the source of the good, product or service associated 

with the mark.    

 

A. Representative List of PMI Marks   

 

These marks must also be accompanied by the following statement:  

ñ(MARK) is a (TYPE OF MARK) of the Project Management Institute, Inc.ò 

Example: ñPMBOK is a registered trademark of the Project Management Institute, Inc.ò 

 
 

 

 
 

 

 

 
MARK  

 
TYPE OF MARK / ST ATEMENT  

Building professionalism in project 

management.® 

 

 

A registered trade and service mark.   

 

Accompanying ownership statement:   

ñBUILDING PROFESSIONALISM IN PROJECT MANAGEMENT is a 

registered trademark and service mark of the Project Management Institute, 

Inc.ò 

 

Making project management 

indispensable for business results.
®
 

A registered service mark. 

 

ñMAKING PROJECT MANAGEMENT INDISPENSABLE FOR 

BUSINESS RESULTS is a registered service mark of the Project 

Management Institute, Inc.ò 

 

CAPM
®
 A registered certification mark.   

Accompanying ownership statement:   

ñCAPM is a registered certification mark of the Project Management Institute, 

Inc.ò 

 
Note:  The registration symbol ® should appear whenever the mark modifies an element of the 

certification process, e.g., CAPM® Certification Handbook, CAPM® exam, CAPM® certification, 
CAPM® program, etc.  The È should not appear when the mark is used after a personôs name. 

OPM3
®
 A registered trademark. 

Accompanying ownership statement in connection with the OPM3 standard 

publication and CD:   

ñOPM3 is a registered trade mark of the Project Management Institute, Inc.ò   

 

OPM3 ProductSuite 
tm

 A trademark and service mark. 

Accompanying ownership statement:   

ñOPM3 PRODUCT SUITE is a trademark and service mark of the Project 

Management Institute, Inc.ò   
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MARK  

 
TYPE OF MARK / ST ATEMENT  

PgMP
sm

 A service mark. 

Accompanying ownership statement:   

ñPgMP is a mark of the Project Management Institute, Inc.ò 

PM Network
®
 A registered trademark. 

Accompanying ownership statement:   

ñPM NETWORK is a registered trademark of the Project Management 

Institute, Inc.ò   

 

PM PORT
®
 A registered service mark. 

 

Accompanying ownership statement: 

ñPM PORT is a registered service mark of the Project Management Institute, 

Inc.ò 

Project Management Journal
®
 A registered trademark. 

Accompanying ownership statement:   

ñPROJECT MANAGEMENT JOURNAL is a registered trademark of the 

Project Management Institute, Inc.ò   

 

PMI Today
®
 A registered trademark.  

Accompanying ownership statement:   

ñPMI TODAY is a registered trademark of the Project Management Institute, 

Inc.ò   

 

PMBOK
®
 A registered trademark.  

Accompanying ownership statement:   

ñPMBOK is a registered trademark of the Project Management Institute, Inc.ò   
 

Note:  This mark must always be followed by the descriptor ñGuide.ò  PMBOK® Guide must 
always appear in italics. 

 

PMI
®
 A registered trade and service mark. 

Accompanying ownership statement:   

ñPMI is a registered trademark and service mark of the Project Management 

Institute, Inc.ò  
Note:  The registration symbol ® should only be used when the mark is followed by a product or 

service, e.g., PMI® certification; PMI® R.E.P. Program, etc.  The ® should not be used when the 

letters are an abbreviation for the corporate name, e.g., PMIôs address, PMI staff, etc. 

 

PMI Certified OPM3 Assessor 
tm

 A certification mark. 

Accompanying ownership statement:   

 ñPMI APPROVED OPM3 ASSESSOR is a certification mark of the Project 

Management Institute, Inc. 
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MARK  

 
TYPE OF MARK / ST ATEMENT  

PMI Certified OPM3 Consultant 
tm

 A certification mark. 

Accompanying ownership statement:   

 ñPMI APPROVED OPM3 CONSULTANT is a certification mark of the 

Project Management Institute, Inc. 

 

PMI Registered OPM3 Consultancy 
tm

 A collective mark. 

Accompanying ownership statement:   

 ñPMI REGISTERED OPM3 CONSULTANCY is a collective mark of the 

Project Management Institute, Inc. 

 

PMP
®
 A registered certification mark. 

Accompanying ownership statement:   

ñPMP is a registered certification mark of the Project Management Institute, 

Inc.ò 

 
Note:  The registration symbol ® should appear whenever the mark modifies an element of the 
certification process, e.g., PMP® Certification Handbook, PMP® exam, PMP® certification, PMP® 

program, etc.  The È should not appear when the mark is used after a personôs name.  

 

Project Management ï Itôs In 

Everything We Do!
®
 

A registered service mark. 

Accompanying ownership statement:   

 ñPROJECT MANAGEMENT ï ITôS IN EVERYTHING WE DO is a 

registered service mark of the Project Management Institute, Inc.ò 

Project Management Professional
®
 A registered service mark. 

Accompanying ownership statement in connection with the PMP certification 

services:   

 ñPROJECT MANAGEMENT PROFESSIONAL is a registered service mark 

of the Project Management Institute, Inc.ò 
 

Note:  The registration symbol ® should only be used when the mark modifies an element of the 
certification process, e.g., the Project Management Professional® certification program, the 

Project Management Professional certificate, etc. 

 

SeminarsWorld
®
 A registered service mark. 

Accompanying ownership statement:   

 ñSEMINARS WORLD is a registered service mark of the Project 

Management Institute, Inc.ò 

 

ESeminarsWorld 
sm

 A service mark. 

Accompanying ownership statement:   

 ñESEMINARS WORLD is a service mark of the Project Management 

Institute, Inc.ò 

 

Logo:  Certified OPM3 Consultant 

 

       

A certification mark. 

Accompanying ownership statement:   

 ñPMI APPROVED OPM3 CONSULTANT logo is a certification mark of the 

Project Management Institute, Inc. 
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MARK  

 
TYPE OF MARK / ST ATEMENT  

 

Logo:  Corporate Council (old) 

    

                       
 

A registered service and collective mark.  

Accompanying ownership statement:   

 ñThe PMI Corporate Council logo is a registered service and collective mark 

of the Project Management Institute, Inc.ò 

 

Logo:  Global Corporate Council 

(new) 

 

A service and collective mark. 

Accompanying ownership statement:   

 ñThe PMI Corporate Council logo is a registered service and collective mark 

of the Project Management Institute, Inc.ò 

 

Logo:  Global Accreditation Center for 

Project Management 

 

 

A registered service mark. 

Accompanying ownership statement:   

 ñThe PMI Global Accreditation Center logo is a registered service mark of 

the Project Management Institute, Inc.ò 

 

Logo:  Registered Education Provider 

 

 
 

 

 

A registered service and collective mark. 

Accompanying ownership statement:   

 ñThe PMI Registered Education Provider logo is a registered service and 

collective mark of the Project Management Institute, Inc.ò 

 

 

Logo:  K&W Center  

           
 

 

A service mark. 

Accompanying ownership statement:   

 ñThe PMI Knowledge and Wisdom Center logo is a service mark of the 

Project Management Institute, Inc.ò 
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MARK  

 
TYPE OF MARK / ST ATEMENT  

  

Logo:  PMP credential icon 

 

A registered certification mark. 

Accompanying ownership statement:   

ñThe PMP credential logo is a registered certification mark of the Project 

Management Institute, Inc.ò 

 

 

Logo:  PMP Program (old) 

 

 

A registered service mark. 

 

Accompanying ownership statement:   

ñThe PMP Program logo is a registered service mark of the Project 

Management Institute, Inc.ò 

 

 

 

 

Logo: PMP Program (new) 

 

               
 

       

A service mark. 

 

Accompanying ownership statement:   

ñThe PMP Program logo is a service mark of the Project Management 

Institute, Inc.ò 

Logo:  PMI Certification Program 

 

 
 

A registered service mark. 

 

Accompanying ownership statement:   

ñThe PMI Certification Program logo is a registered service mark of the 

Project Management Institute, Inc.ò 

Logo:  Project Management Institute 

 

 
 

 

A registered trade and service mark. 

 

Accompanying ownership statement:   

ñThe PMI logo is a registered trademark and service mark of the Project 

Management Institute, Inc.ò 

 

 

Logos:  PMI Alliance Circle 
tm

 

 

 

 

 

Collective marks. 

 

 

Accompanying ownership statement: 

ñThe PMI Supplier Alliance logo is a mark of the Project Management 

Institute, Inc.ò 
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MARK  

 
TYPE OF MARK / ST ATEMENT  

 

 

 
 

Logo:  PMI Educational Foundation 

 
 

A registered service mark.  

Accompanying ownership statement:   

ñThe PMI Educational Foundation logo is a registered service mark of the 

PMI Educational Foundation, Inc.ò 

Empowering the Future of Project 

Management.
®
 

A registered service mark. 

Accompanying ownership statement:   

ñEMPOWERING THE FUTURE OF PROJECT MANAGEMENT is a 

registered service mark of the PMI Educational Foundation, Inc.ò 

 

 

 

B. Using TM, SM and ®  If a PMI mark is used, a notice must be provided to alert the public to 

PMIôs claim to that mark. This notice is in the form of a Ê, 
SM

, or
®
 displayed directly after the 

mark. The proper trademark symbol is determined by the registration status of the mark.  The 

symbol È should only appear with a mark that has been registered; Ê should appear with any 

unregistered mark that is used in connection with goods (i.e. PMI TodayÊ and OPM3Ê); and 
SM 

should appear with any unregistered mark that is used in association with services (i.e. 

eSeminarsWorld
 SM

) 

 

 

C. Attribution Statements.  Each document or product (whether in print or electronic form) in which 

any PMI mark appears (e.g., in marketing materials, white papers, advertisements, news releases, 

brochures, Web pages, etc.) should contain an attribution statement at or near the first 

appearance of the mark, or if multiple marks appear, in a logical and prominent place within the 

document.  

  

1. For General Use 
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(a) Registered Marks.  If the registration status and type of mark are known, the 

attribution statement should appear in the following form: 

 

______________ is a registered [certification, trade, service, or collective] 

mark of Project Management Institute, Inc. 

 

ñPMPò is a registered certification mark of Project Management Institute, 

Inc.  

 

 (b) Unregistered Marks or Combinations.  If the mark is not registered, or the list 

consists of multiple types of marks, and both registered and unregistered marks, 

the attribution statement may simply take the following form, provided, however, 

that the registration symbol appears with each registered mark in the document:  

 

_______, _________, __________ and _________, are marks of Project 

Management Institute, Inc. 

 

D. First Use.  It is never wrong to use the ® symbol whenever a registered mark is used in 

connection with goods or services for which it is registered. However, for simplicityôs sake 

PMIôs style in most instances is to use the symbol with the mark upon first use.  The first use of a 

PMI mark in any physical or electronic documents, publications or communications shall carry 

the appropriate superscripted trademark symbol (
TM, SM, ®

).  For use of marks on web pages, the 

appropriate superscripted trademark symbol must be used with the first use on each page.  The 

one exception to these first use rules is PMBOK
®
 Guide, which carries the superscripted ® after 

the acronym PMBOK in all instances. 

 

E. Proper Use of Specific PMI Marks..   

 As noted above, the purpose of a trademark is to permit a trademark owner to differentiate its 

products and services from those of others and trademarks also serve to help consumers in being 

able to identify the source of a product, good, or service.  Therefore, PMIôs mark may only be 

used in reference to, and in conjunction with, PMIôs products, goods, or services.  PMI marks 

should never be used in the name of a Provider, or its divisions or subsidiaries.  Some examples 

of correct and incorrect usages are listed below: 

 

(i).  PMP or CAPM.  Except as stated in the paragraph below, the marks PMP (Project 

Management Professional) and CAPM (Certified Associate in Project Management) should 

not be used alone, but instead only in conjunction with another term to describe the 

applicable PMI Certification program, examination or credential that is being referred to.  

Some proper uses include ñPMP
® 

   (or CAPM
® 
) Credentialò,  ñPMP

®
 (or CAPM

® 
) 

Credential Programò, ñPMP
® 

(or CAPM
® 

)  Exam.ò  These marks are not permitted to be 

used to describe a product or service of an educational provider ( such as ñPMP Prep 

Course,ò ñPMP Newsletter,ò or ñCAPM Courseò )without reference to the applicable 

PMI Certification )  When naming examination preparation courses and developing course 

materials for such courses, R.E.P.s should use ñPMP
®
 (or CAPM

® 
)  Exam Prepò or ñPMP

®
 

(or CAPM
® 

) Test Prepò or other similar language indicating the trademark reference to the 

PMI Certification Examination.  Another appropriate use of the marks is to refer to the 

certification program, such as the ñPMP
® 
Certification Programòor ñCAPM

®
 Certification 

Program.ò   
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Exception:  An exception relates to the use of the PMP and CAPM marks by individuals 

who have attained those Credentials.  Such persons may use the ñPMPò after their name (on 

business cards, in correspondence, etc.) to note their attainment of the PMP credential.  

 

      (ii). PMBOK
® 

is a trademark owned by PMI.   When referring to the PMI standard    

and publication, A Guide to Project Management Body of Knowledge, the abbreviated 

term PMBOK
®
 Guide, not the mark PMBOK alone, must be used.     

  

  To avoid confusion with PMIôs registered mark PMBOK
®
, the words must be written     

  out when reference is made generally to the ñproject management body of    

  knowledgeò and not PMIôs publication. 

        

     (iii). PMI
®
 vs. PMI.  PMI is both the trade name for the membership organization     

             PMI and a trademark used to refer to PMIôs products and services.  Trade names  

             are the business names of companies and are often used as trademarks as well.     

             If the acronym ñPMIò is being used to refer only to the Project Management    

             Institute, Inc., it is being used as a trade name (PMI) rather than as a trade or  

             service mark.  When referring to specific PMI products or services, the trademark  

             symbol must be used and the mark may only be used in conjunction with a   

             reference to a PMI product or service in a way that does not create confusion as  

             to the markôs owner (PMI
®
).   

 

 Examples: 

 

 Trademark: PMI
®
 Certification Programs 

   PMI
®  

Seminars World 

 

 Trade name:  PMI is the worldôs leading project management associationé            

   PMI offers certification, educational seminars, and networkingé   

 

 

 

 

F. Use of PMI Marks in Domain Names and Email Addresses: 

 

R.E.P.s and third parties are not permitted to use any PMI mark within an internet domain name, 

URL or email address.  The use of a trademark in a domain name,   URL or email address 

without the permission of the trademark owner may cause confusion and constitutes trademark 

infringement.  Trademark infringement may subject violators to civil and criminal fines and 

penalties. 

 

     G.  Conformance to Quality Standards. 

 

PMI reserves the right to inspect the quality of any goods and services in connection with which 

the PMI Marks are used.  PMI shall be the sole judge of whether or not the Provider has met or is 

meeting the standards of quality established by PMI. 

 

Upon specific request by PMI, each Provider shall provide PMI with samples of all documents, 

products, literature, brochures, and web site content prepared by the Provider bearing any of the 

PMI Marks ("Mark-bearing Materials"), and shall make any revisions to and/or cease use of any 

such Mark-bearing Materials as subsequently directed by PMI. 
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     H.   Additional Obligations and Conditions for Use of PMI Marks 

 

All use of PMI Marks by a Provider shall inure to the benefit of PMI. 

 

PMI has the right to terminate at any time the right it has granted a Provider to use any of the 

PMI Marks. 

 

Provider acknowledges PMI's exclusive right, title and interest in and to the PMI Marks and any 

registrations that may issue therefor in the United States or any foreign country, and will not at 

any time do or cause to be done any act or thing contesting or in any way impairing or tending to 

impair such right, title and interest. 

 

 

4.  PMI Copyrighted Material  

 

A. GRANT OF LICENSE   

   Contingent upon the Providerôs acceptance of the terms and conditions set forth herein, PMI 

hereby grants Licensee a limited use, nonexclusive, nontransferable license (the ñLicenseò) 

solely to reproduce Licensed Material for use and inclusion in its course offerings as specified 

below.   

 

 1.  DEFINITIONS 

 

Licensed Material : consists of a total of fifteen (15) figures,   five (5) excerpts and 

Glossary definitions  from any official language version of PMIôs copyrighted A Guide to 

the Project Management Body of Knowledge (PMBOK  Guide) ï  Third Edition.   

 

Excerpt: a direct quote from a PMI publication that is, in general, no longer than 600 

words.  Excerpts DO NOT include accompanying figures, graphs, or illustrations. 

 

 2.  TERM / RESTRICTIONS 

a. Permission to use, publish, present and distribute the material is granted  only for the 

term of the REPôs current  REP Agreement with PMI, and shall expire concurrently with 

that  REPôs Agreement. Provider   must immediately cease all use of the Licensed 

Material upon the expiration or termination of its R.E.P. Agreement with PMI and must 

immediately remove the Licensed Material from its course material and cease distribution 

of any course materials, marketing materials and advertisements containing the Licensed 

Material. 

 

b. Permission is granted only for the use of the Licensed Material.    Permission to use 

additional material must be requested separately by submitting an online request form (at 

the URL listed below).  Additional license fees may apply. 

 

http://www.pmi.org/Pages/Permissions.aspx 

 

For permission to translate Licensed Materials into languages in which PMI does not 

publish an official language version, a permission request should also be submitted to PMI.  

For more information regarding your specific rights to PMI intellectual property as a 

Registered Education Provider, please consult the Registered Education Provider 

Application/Renewal Form.  

http://www.pmi.org/Pages/Permissions.aspx
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Permitted use does not include the right to grant others permission to photocopy or 

otherwise reproduce the material except for versions of the work created by non-profit 

organizations for use by visually or physically handicapped persons.  

 

c. Appropriate credit to PMIôs copyrighted material must appear on every copy of the work, 

either on the first page of the quoted text or in the figure legend as follows: Project 

Management Institute, A Guide to the Project Management Body of Knowledge 

(PMBOK
® 

Guide) ï 2004 3rd Edition, Project Management Institute, Inc., 2004.  

Copyright and all rights reserved.  Material from this publication has been reproduced 

with the permission of PMI.  

 

 

 3.  RESERVATION OF RIGHTS 

     PMI reserves all rights to publish and use, and to license others to publish and use, the 

Licensed Material and any portion thereof, in any manner whatsoever and in any location 

without restriction. 

 

 4.  INFRINGEMENT 

     Provider shall promptly notify PMI of any infringement or unauthorized use of the Licensed 

Material by a third party, any claim that the Licensed Material infringes upon the 

intellectual property rights of a third party, or any act of unfair competition by third parties 

relating to the Licensed Material, whenever Provider becomes aware of such an act or 

claim.  Provider shall cooperate with PMI at PMIôs expense to prevent and stop such 

infringement or act and shall join with PMI as a party to any legal case or action brought by 

PMI for such purpose, if Providerôs joinder is necessary in order for the action to be 

maintained.  PMI shall have full control over any such case or action, including, without 

limitation, the right to choose if, when, and where to initiate any case or action, and to select 

counsel or to settle on any terms PMI deems advisable.  PMI shall bear all expenses 

connected with such legal case or action, except that if Provider wishes to retain its own 

legal counsel, Provider shall do so at its own and sole expense.  

 
 

 

Section V:    R.E.P. Course Registration Information  
 

Each course where an R.E.P. wishes to offer PDUs must be registered in the PMI R.E.P. Database, using 

a separate R.E.P. Course Description Form, with a separate and distinct course number for each 

course/event/meeting.   Any changes to a registered R.E.P. Course ID, Course name, PDU value, or 

duration of a course are not permitted, and would require that your organization submit a new Course 

Description Form, (#1 in R.E.P. Administrative Updates site).   

 

New courses may be submitted at any time throughout the R.E.P.s enrollment period.  Please note, 

ñProviderò and ñCharter Providerò R.E.P.s are permitted to register up to three courses in the R.E.P. 

Database at no additional charge.  ñGlobal Provider,ò ñCharter Global Provider,ò ñInternal Training 

Provider,ò ñPMI Component Providerò and ñCooperative Agreement Organizationò R.E.P.s are 

permitted to register an unlimited number of courses in the R.E.P. Database.  

 
1. Explanation of R.E.P. Databases and Related Processes 

When a course is submitted by an R.E.P. to PMI Records Office it is entered into: the R.E.P. 

Transcript of Registered Courses. 
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The R.E.P. Transcript is a complete listing of all of an R.E.P.ôs registered courses.  This is a  

ñstatic listingò with certain fields that cannot be changed once a submitted course has been 

approved.   

The fields that cannot be changed are: R.E.P. ID number, organization name, course title, 

course number, number of PDUs offered, processes, knowledge areas, applications and 

PMP Review. 

The R.E.P. may view this Transcript of registered courses by visiting the ñR.E.P. 

Administrative Updates URLò (https://www.pmi.org/ccrs/). 

The R.E.P. may indicate on the ñR.E.P. Course Description Formò that it wishes to have the 

course ñadvertisedò on the R.E.P. Advertised Course Database that organizations and 

individuals seeking training could access from the PMI Web site at www.pmi.org.   

This R.E.P. Advertised Course Database contains all current advertised courses.  Courses 

advertised in this area can be edited by the R.E.P., by accessing the ñR.E.P. 

Administrative Updates URLò (https://www.pmi.org/ccrs/).  

The R.E.P. Transcript posted on this site allows the R.E.P. to post an advertisement or edit a 

current advertisement. 

 

2. How to Register New Courses in the R.E.P. Database 
The preferred method for registering new courses in the R.E.P. Database is online, via the ñR.E.P. 

Administrative Updates URL,ò (https://www.pmi.org/ccrs/). 

 

Alternatively, please refer to Appendix ñAò to find the R.E.P. Course Description Form and 

instructions for submission.  Simply click on the icon to open the document.  This is the most recent 

version of the form at the time of publication.  The most recent version of the form may be found on 

the PMI Community Site (http://rep.pmi.bluestep.net/).   

 

After approval or renewal into the R.E.P. Program, the R.E.P. would only be required to submit the 

four page ñR.E.P. Course Description Formò in order to register a course in the R.E.P. Database.   

Please note, when a new course is submitted, either online or via fax, e-mail attachment or postal 

service to PMI Records, the course is listed as ñpendingò on the ñR.E.P. Transcript of Registered 

Coursesò on the above mentioned URL.  After review and approval by PMI Staff, the registered 

course will reflect ñacceptedò in the transcript.  As long as the R.E.P. organization is in good 

standing with the R.E.P. Program, any PDUs the R.E.P. organization issues for this course after 

ñacceptanceò in the R.E.P. Database will be honored.  

 

How to Update Currently Registered Courses in the R.E.P. Database 

As noted above, once a course is registered in the R.E.P. Transcript Database, most of the submitted 

information cannot be changed.  However, the R.E.P. organization may update the information 

available in the ñR.E.P. Advertised Course Database,ò such as date and location of a registered 

course.  Courses advertised in this area can be edited by the R.E.P., by accessing the ñR.E.P. 

Administrative Updates URLò (https://www.pmi.org/ccrs/). 

 

How to View and Confirm Your R.E.P. Registered Courses 

Access the ñR.E.P. Administrative Updates URLò (https://www.pmi.org/ccrs/) to view and confirm 

your R.E.P. registered courses.  Once a course is submitted either by online submission through the 

R.E.P. Administrative Updates Site, or via e-mail (repsupport@pmi.org) or fax (+1-405-325-6925), 

it is reviewed by PMI Records Office.  Until the course is ñapprovedò it is posted in the Updates site 

as ñpending.ò  After review and approval, the newly submitted course posted on the R.E.P. 

Transcript will state ñacceptedò in the ñstatus area of the transcript.    

 

How to "Retire" Currently Registered Courses  

https://www.pmi.org/ccrs/
http://www.pmi.org/
https://www.pmi.org/ccrs/
https://www.pmi.org/ccrs/
http://rep.pmi.bluestep.net/
https://www.pmi.org/ccrs/
https://www.pmi.org/ccrs/
mailto:repsupport@pmi.org
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The R.E.P. transcript of Courses on the has an area for ñretired courses.ò  If the R.E.P. wishes to 

"retire" a course permanently, it would go to the "Retired Course/Date" area of the R.E.P. Course 

Transcript, located on the ñR.E.P. Administrative Updates URLò (https://www.pmi.org/ccrs/) and 

click on "Retire."  A message will pop up, asking if the R.E.P. is sure it wishes to retire the course.  

When the R.E.P. clicks "OK," the request will be processed and a message will appear at the top of 

the R.E.P. Administrative Updates area, stating that the retirement of the particular course is in 

"request pending" status.  After review and approval by PMI Staff, the course's status will reflect 

"retired." Please check the Course Transcript for this update in the next few days after submitting the 

request.  

  

 

Section VI .    PMI R.E.P. Program Benefits 
 

Below please find a listing of R.E.P. Program benefits enjoyed by all R.E.P. Organizations (Provider, 

Global Provider, Internal Training Provider, Cooperating Organization Provider and PMI Component 

Provider).  PMI Global Providers enjoy additional benefits, described in number 14 below: 

 

1. Permission to publicize your organization as a PMI approved Registered Education Provider  

 

2. License to use the official PMI R.E.P. logo appropriately in promotional and course materials 

consistent with program policies as outlined in the most recent version of the R.E.P. Manual. 

 

3. Posting of your ñProvider Profileò and other organizational information on the searchable provider 
database found on the R.E.P. area of the PMI Web site. 

 

4. Posting of registered courses in the searchable course database found on the R.E.P. area of the PMI 

Web site. 

 

5. Web links directly to Providerôs Web site from the searchable R.E.P. Provider Directory and the 
R.E.P. database of PMI R.E.P. courses. 

 

6. Receipt of the ñR.E.P. Monthly Updateò e- Newsletter.  

 

7. Exclusive access to requests for proposals (RFP) from organizations seeking project management 

training. 

8. PMI sponsored advertising of the R.E.P. Program (in general) in select trade/professional 

publications.  

 

9. Access to the R.E.P. Online Community Site, for updated information on PMI sponsored events, 

breaking news, and other timely information.  
 

10. R.E.P.ôs receive a 25% discount below PMI Member rates for PMI articles/papers ordered                          

      through the PMI James R. Snyder Center for Project Management Knowledge & Wisdom.  

      Additionally receive in-depth member-level reference services in all PMI Publications. 

 

11. A 40% discount on most PMI publications purchased through the PMI Bookstore. 

 

12. Limited license to reproduce material from the most recent version of the PMBOK® Guide in   

      Providerôs courses according to the following specifics: 

 

https://www.pmi.org/ccrs/
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12.1 GRANT OF LICENSE   

Contingent upon the Providerôs acceptance of the terms and conditions set forth herein, PMI  

hereby grants licensee a limited use, nonexclusive, nontransferable license (the ñLicenseò) 

solely to reproduce 15 figures and five excerpts from the most current edition of PMIôs 

copyrighted A Guide to the Project Management Body of Knowledge (PMBOK Guide) and to 

reproduce definitions from the PMBOK Guide Glossary  (herein ñLicensed Materialò) for use 

and inclusion in its course offerings. 

 

12.2 DEFINITIONS 

Licensed Material: consists of fifteen (15) figures and five (5) excerpts from the most current 

edition of PMIôs copyrighted PMBOK Guide and all definitions from the PMBOK® Guide 

Glossary. 

 

Excerpt: a direct quote from a PMI publication that is, in general, no longer than 600 words.  

Excerpts DO NOT include accompanying figures, graphs, or illustrations. 

 

12.3   TERM / RESTRICTIONS 

a. Permission to use, publish, present and distribute the material is granted for the 

term of this Agreement, and shall cease upon expiration or termination of this 

Agreement.  

b. Permission is granted to use a maximum of fifteen (15) figures and five (5) 

excerpts from the most current edition of the most current edition of PMIôs 

copyrighted A Guide to the Project Management Body of Knowledge (PMBOK 

Guide) and any or all of the definitions from the PMBOK® Guide Glossary (in 

English language only) in Providerôs courses only.  Permission to use additional 

material must be requested separately.  

c. Except as otherwise provided above, Provider may not share or distribute the 

licensed material to any third parties, without the prior express written consent of 

PMI.  Permitted use does not include the right to grant others permission to 

photocopy or otherwise reproduce the material except for versions of the work 

created by non-profit organizations for use by visually or physically handicapped 

persons. 

d. Appropriate credit to PMIôs copyrighted material must appear on every copy of the 

work, either on the first page of the quoted text or in the figure legend as follows:  

e. ñProject Management Institute, A Guide to the Project Management Body of 
Knowledge (PMBOK® Guide) ï (insert current edition title.  For example: Third 

Edition), Project Management Institute, Inc., (insert year of copyrighted edition.  

For example:  2004).  Copyright and all rights reserved.  Material from this 

publication has been reproduced with the permission of PMI.  

 

12.4 RESERVATION OF RIGHTS 

PMI reserves all rights to publish and use, and to license others to publish and use, the licensed 

material and any portion thereof, in any manner whatsoever and in any location without 

restriction. 

 

12.5 INFRINGEMENT 

Provider shall promptly notify PMI of any infringement or unauthorized use of the Licensed 

Material by a third party, any claim that the Licensed Material infringes upon the intellectual 

property rights of a third party, or any act of unfair competition by third parties relating to the 
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Licensed Material, whenever Provider becomes aware of such an act or claim.  Provider shall 

cooperate with PMI at PMIôs expense to prevent and stop such infringement or act and if so 

requested by PMI, shall join with PMI as a party to any legal case or action brought by PMI for 

such purpose. PMI shall have full control over any such case or action, including, without 

limitation, the right to choose if, when, and where to initiate any case or action, and to select 

counsel or to settle on any terms PMI deems advisable.  PMI shall bear all expenses connected 

with such legal case or action, except that if Provider wishes to retain its own legal counsel, 

Provider shall do so at its own and sole expense.  

 

13.  Linking to the PMI home page (www.pmi.org).  Registered Education Providers (R.E.P.) are   

    permitted, and indeed encouraged, to link to the PMI home page and agree to the terms and  

    conditions listed below.  No other linking to the PMI Web site (i.e., deeper pages into the  

    site) is permitted. 

 

Terms and Conditions Affecting Web Links from R.E.P. s to PMI:  

 

1. Proper Form of Link:  R.E.P.s are permitted to link to PMIôs home page using one of the 

following forms: the name ñProject Management Institute,ò the initials ñPMIò or the PMI 

logo. 

 

2. No Misrepresentations: R.E.P.s will not place PMI Web pages in a ñframeò within its own 

Web site without specific written permission from PMI. 

 

3. No Negative References:  R.E.P.s may not make negative or disparaging references to 

PMI, its services, or its members to otherwise compare PMI, its services, or its members 

unfavorably to others. 

 

4. No Objectionable Content:  R.E.P.sô Web sites must not contain, or link to, content that 

may be interpreted as libelous, obscene, or criminal, or which may infringe or violate any 

third party rights. 

 

5. Protection of Marks:  R.E.P.s may not use PMI names, marks or other materials in a 

manner that is likely to cause confusion with another source or to dilute or damage the 

reputation or image of PMI. 

 

6. Proper Use of PMI Logo:  R.E.P.ôs use of the PMI logo for linking purposes will conform 

in all respects to the logo usage guidelines.  The PMI logo may only be used as a link to 

the PMI home page and not to link to any other portion of the PMI Web site.  Contact the 

PMI Brand Development Department to obtain a copy of the guidelines before 

establishing the link.   

 

7. Indemnification:  PMI shall have no responsibility or liability for any content appearing on 

the R.E.P.ôs Web site.  R.E.P. agrees to indemnify and defend PMI against all claims 

arising out of or based upon its Web site. 

 

8. Right to Revoke:  PMI reserves the right at any time and in its sole discretion to revoke 

the right and request that the R.E.P. remove from its Web site any link(s) to the PMI Web 

site. 

 

 Amendment to Terms and Conditions:  PMI reserves the right to amend these linking terms 

and conditions at any time.  By continuing to link to the PMI Web site, R.E.P. agrees to abide 
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by the linking terms and conditions then current, as well as other legal terms of use and 

conditions on the PMI Web site, as amended from time to time.  

 

14.  Organizations that enroll at the ñGlobal Providerò level are entitled to the following   

   additional benefits of enrollment:  

 

1. Opportunity to register and advertise an unlimited number of qualified courses in the R.E.P. 

course database, posted on the PMI Web site. 

2. Registration of your organizationôs first ñadditional officeò with no additional fee.  A $100.00 
(US) value. 

3. An annual report of learning needs and trends extracted from PMI Member and Customer 

Surveys. 

4. One registration to R.E.P. networking events associated with the PMI Global CongressïNorth 

America. 

5. Posting of your organizationôs logo on the R.E.P. Profile. 

Below please find the process for posting the R.E.P. organization logo: 

 The organization logo should be converted to an ñimage file,ò and titled with the 

Providerôs 4 digit ID Number (For example: 2000.jpg or 2000.gif).  The logos should be 

250 pixels in width and 75 pixels in height. 

 Send a copy of the image file electronically to repsupport@pmi.org 
 

  

Section VII:    R.E.P. Renewal Process 

 
1. Overview of R.E.P. Renewal Process 
An invoice letter, which includes a link to the R.E.P. Renewal Application is sent to the renewing R.E.P. 

organization approximately one (1) month prior to its anniversary date in the R.E.P. Program.  

 

The preferred method for R.E.P. Renewal Application Invoice submission is electronic.  Send R.E.P. 

Renewal Application Form and all other requested documentation, including payment, electronically to 

repsupport@pmi.org  

 

If the entire application package cannot be sent electronically to PMI, please fax or send by postal 

service any additional required documentation to: 

 Project Management Institute 

Global Operations Center 

 Attn: Accreditation Programs Coordinator 

Four Campus Boulevard 

 Newtown Square, PA 19073-3299 USA 

 Fax: +1-610-356-4647 
      
 

Section VIII:    R.E.P. Change Level of Enrollment Process  

 
An R.E.P. may upgrade at any time throughout your enrollment in the program.  The cost to upgrade is 

simply the difference between the two levels of enrollment.  If the R.E.P. does not upgrade within 6 

months of its original enrollment in the program, it might be more cost effective to wait until its yearly 

renewal to upgrade.  There is no "prorating" of the fee. 

mailto:repsupport@pmi.org
mailto:repsupport@pmi.org
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To upgrade, the R.E.P. would simply complete the ñChange Level of Enrollment Formò posted in 

Appendix D of this manual, and submit the appropriate fees.  Alternatively, the R.E.P. Organization may 

download the most recent version of the form, found on the PMI Community Site 

(http://rep.pmi.bluestep.net/).   

 

Please refer to Appendix D to access the form and additional instructions. 

 

Section IX:    How to Register Additional "Branch Offices" for Your Organization    
 

For Global Providers only: If the Global R.E.P. organization has branch offices located in regions of the 

world other than where the organizationôs headquarters are located, and the same courses are offered in 

these branches as in the main R.E.P. registered office, then your organization may have these offices 

posted onto the R.E.P. Searchable Web listing.  There are annual fees associated with this service that 

would need to be submitted each year to maintain these additional offices on the R.E.P. Web listing. 

Please note, there is no prorating of this additional branch offices fee. 

 

To register additional branch offices simply complete the demographic information on the form posted 

in Appendix E of this manual.  Alternatively, the R.E.P. Organization may download the most recent 

version of the form, found on the PMI Community Site (http://rep.pmi.bluestep.net/).   
 

Submit this page with the R.E.P. application package, or separately, for any additional branch offices 

your organization desires to list on the R.E.P. Provider Directory, along with the required payment.  

Please note, the first additional office is ñfreeò as part of the R.E.P. Global Provider benefits.  Please feel 

free to make additional copies of this form for each branch office the R.E.P. organization wishes to 

register and have listed on the searchable R.E.P. Provider Directory Web listing. 

 

Please refer to Appendix E to access the form and additional instructions. 
 

 

 

 

 

C.  Frequently Asked Questions about the R.E.P. Program 
For Training Providers Enrolled in the R.E.P. Program 
 

The following compilation is provided as a quick reference to the most frequently asked questions 

regarding the PMI Registered Education Provider (R.E.P.) Program. 

 

What is the PMI R.E.P. Program?   

 

The PMI Registered Education Provider (R.E.P.) Program is designed to facilitate the ongoing 

professional development of PMI Members, Project Management Professionals (PMPs), and other 

project management stakeholders by linking stakeholders and training coordinators with qualified 

Providers and products.  Examples of Registered Education Providers may include PMI Chapters and 

Specific Interest Groups (SIGs), consultants, schools, corporate training centers, government agencies, 

professional associations, and any other providers of education related to project management.     

 

 

How does the R.E.P. Program work? 

 

http://rep.pmi.bluestep.net/
http://rep.pmi.bluestep.net/
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The PMI R.E.P. Program has established certain quality criteria and operational guidelines for all 

participating Providers.  As part of the registration process, all Providers agree to abide by these 

principles while participating in the Program.  Providers also complete and submit to the PMI Records 

Office Course Description Forms for each of the educational products which they are registering in the 

R.E.P. Database, where they wish to offer PDUs.  All R.E.P.s and their associated offerings are then 

entered into the R.E.P. comprehensive database which is posted on the PMI Web site.  

 

Any attendees of these R.E.P. registered courses would receive some type of certificate of completion 

from the R.E.P., indicating the course number PDU value and name of the registered course.   Then, any 

PMPs who attend these courses are able to submit PDU claims for completing these courses, and have 

them posted on their PDU transcript, to be used to fulfill their continuing certification requirements to 

maintain the PMP credential.  

 

 

Where can I view a listing of registered R.E.P. providers and their courses? 

 

The Registered Education Provider area of the PMI Web site maintains a searchable database listing of  

R.E.P.s and their advertised R.E.P. courses.  Please visit https://www.pmi.org/CCRS/Search.aspx for 

more information. Project management stakeholders may search the R.E.P. database and select training 

providers and their educational offerings based on such criteria as location, subject area or instructional 

format.    
 

 

How long is the application/review process? 

 

The application review processing time is currently 30 working days from receipt of all required 

documentation, including payment.   

 

 

I need a ñPMP Sign-Offò for every course my organization registers, but I do not have a PMP on 

staff.  How do I find a PMP to sign off on my courses? 

 

The PMP Sign-Off does not need to be performed by a member of  the R.E.P staff.  The R.E.P. could 

contract this activity to an outside individual.  If the R.E.P. does not know of any PMPs that are 

available, one resource to use would be the local PMI Chapter.  PMI Chapters provide a network of 

expertise in the local area.  To find the Chapter in the R.E.P.'s area, please visit the PMI Web site at 

http://www.pmi.org/GetInvolved/Pages/PMI-Chapters.aspx 

 

 

How do I register new courses after I become an R.E.P.? 

 

Any new courses, or any significant changes (such as change in PDU value, educational content, etc.) to 

existing courses require that a new Course Description Form and Course Number be submitted to the 

PMI Accreditation Programs Department.  New Course Description Forms may be submitted to PMI 

Records through your on-line access to the PMI R.E.P. Searchable Database at any time throughout 

your organizationôs enrollment in the R.E.P. Program.  Please refer to B, Registered Education Provider 

Administrative Information, section V for more information. 

 

 

How do I make changes to my submitted Course Description Forms? 

 

https://www.pmi.org/CCRS/Search.aspx
http://www.pmi.org/GetInvolved/Pages/PMI-Chapters.aspx
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You may view and make small changes to your organizationôs submitted Course Description Forms on 

the ñAdvertising R.E.P. Databaseò through your on-line access to the PMI R.E.P. Searchable Database, 

once your organization is enrolled in the R.E.P. Program.  Please refer to B, Registered Education 

Provider Administrative Information, section V for more information. 

 

 

How do I know that a new course has been registered and accepted in the R.E.P. Database after I 

become an R.E.P.? 

 

When your organization registers a new, completed Course Description Form with PMI, it is reviewed 

by PMI staff.  Once it is reviewed it is either ñacceptedò then posted onto the R.E.P. Comprehensive 

Database, or it is ñnot-acceptedò and the program is sent back to the R.E.P. for review/correction.   

 

Once your organization is enrolled in the R.E.P. Program you will also have the capability to review a 

transcript of your organizationôs submitted courses via a special R.E.P. Administrative Updates URL.  

The status of submitted course (accepted/pending/not accepted) is also available on this URL.  Please 

refer to B, Registered Education Provider Administrative Information, section V for more information. 

 

 

Can PDUs be earned in other categories? 

 

Yes, there are five ñcategoriesò where PMPs may earn PDUs.  Although the majority of PDUs submitted 

to maintain the PMP credential are from Category 3, Registered Education Providers, the other four 

categories offer the PMP alternative methods of earning PDUs.  For more information regarding these 

categories, please visit the Qualifying Activities section of the PMI Certification Web site at 

http://www.pmi.org/CareerDevelopment/Pages/MaintainYourCredential.aspx 

 

 

Can I issue PDU certificates to my students who completed my courses before my organization 

enrolled in the R.E.P. Program? 

 

Registered Education Providers may only attach PDUs to courses completed after enrollment in the PMI 

R.E.P. Program.   

 

 

What is the difference between PDUs and the ñContact hoursò needed to sit for the PMP Certification 

Examination? 

 

Typically, one (1) PDU is earned for every one (1) hour spent in a planned, structured learning 

experience or activity relevant to project management. If an individual takes a PMP Prep course, then 

each PDU from that course could also be measured as a "contact hour" in project management training.  

 

The term ñPDUò is only relevant for individuals who have attained their PMP Certification.  R.E.P.s 

may attach PDUs to any program that is project management related, that they choose to register in the 

R.E.P. Program. As a result, PDUs may be attached to a "PMP Prepò or similar class.  An individual 

would not be able to claim PDUs for an activity completed prior to receiving his/her PMP Certification. 

PDUs may only be accrued after the individual attains the PMP Certification.  

 

 

Can my organization have its ñbranch officesò posted on the R.E.P. Searchable Web listing? 

 

http://www.pmi.org/CareerDevelopment/Pages/MaintainYourCredential.aspx
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Your organization may have your additional branch offices posted on the R.E.P. Web Listing.  If your 

organization has branch offices in other regions of the world, but the same courses are offered in these 

branches as in the main R.E.P. registered office, then  the R.E.P. organization may have these offices 

posted on the R.E.P. Searchable Web listing,.  There are yearly fees associated with this service that 

would need to be submitted every year to maintain this additional offices information on the R.E.P. Web 

listing.  Please refer to A, Overview of Registered Education Provider Program, section VI for more 

information. 

 

What is the fee structure for the R.E.P. Program? 

 

Annual registration in the R.E.P. Program is valid for one year from an organizationôs official 

acceptance into the R.E.P. Program.   Please note, all fees paid to PMI are nonrefundable. 

 

Please refer to A, Overview of Registered Education Provider Program, section VI for more 

information. 

.  

 

What unit of educational credit will be awarded by Registered Education Providers? 

 

Participants may earn Professional Development Units (PDUs) by attending educational activities which 

are provided by Registered Educational Providers. The PDU is the measuring unit used to quantify PMI-

approved learning and professional service activities.  One PDU is earned for each contact hour spent in 

a structured learning experience or activity relevant to project management.  Fractions of PDUs may be 

granted in 0.25 increments after the first full hour earned.  These PDUs may be applied by PMI Project 

Management Professionals (PMPs) towards their maintenance of certification under the PMI Continuing 

Certification Requirements Program (CCR).   

 

A PMP is required to earn a total of 60 PDUs during each three-year cycle of the Professional 

Development Program.  Failure to meet the PDU requirements will result in suspension and/or 

revocation of the PMP certification.  A further discussion of the CCR Program may be found on the 

Certification area of the PMI Web site at 

http://www.pmi.org/CareerDevelopment/Pages/MaintainYourCredential.aspx 

 

 Additionally, more information regarding the CCR may be found in Appendix F. 

 

 

How are PDUs reported?  

 

PMPs are responsible for reporting their activities as they occur by completing the PMP Professional 

Development Activities Reporting Form and forwarding the required information to the PMI/CCR 

Records Office.  In addition, PMPs are required to maintain a personal CCR folder containing all the 

necessary supportive documentation to substantiate their PDU claims. 

 

 

How are records of activities maintained? 

 

The PMI/CCR Records Office maintains a database of all activities/courses which are reported by 

PMPs.  Each PMP has electronic access via password to their PDU transcript through the PMI Web site.   

 

 

How is quality assurance maintained in the R.E.P. Program? 

http://www.pmi.org/CareerDevelopment/Pages/MaintainYourCredential.aspx
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A percentage of R.E.P. Provider courses and products are selected for auditing purposes based on 

complaints received at PMI from student attendees as well as randomly selected for audit on an annual 

basis.  During the auditing process, the program content will be compared to both the R.E.P. criteria and 

policies set forth in the PMI Registered Education Provider Registration Form, and to the Learning 

Objectives which are delineated on the PMI Registered Education Provider Course Description Form for 

the program in question. 

 

 

How often will I need to register?   

 

Registration is on an annual, rolling basis and will cover the period of one calendar year from the date of 

approval of the completed R.E.P. application by PMI.   

 

 

Who are the points of contact for resolution of R.E.P. Program issues? 

 

Questions concerning the R.E.P. Program in general and its associated policies should be directed to: 

 

   Project Management Institute 

    Global Operations Center 

Accreditation Programs Department 

        Fourteen Campus Boulevard 

    Newtown Square, PA 19073-3299 USA 

    Telephone: +1-610 356-4600 ext. 5001  

Fax:  +1-610 356- 4647 

    E-mail: repsupport@pmi.org 

 

Questions concerning the R.E.P. database and record keeping activities should be directed to: 

 

             PMI/CCR Records Office 

  Project Management Institute 

    Global Operations Center 

R.E.P. Processor 

        Fourteen Campus Boulevard 

    Newtown Square, PA 19073-3299 USA 

    Telephone: +1-610 356-4600 ext. 5001  

Fax:  +1-610 356- 4647 

    E-mail: repsupport@pmi.org 

 

 
 

 

 

 

 

 

 

 

D. Resources for Adult Learners 

 

mailto:pdp@pmi.org
mailto:pdp@pmi.org


    41 

 R.E.P. Manual 23 October 2009 

Section I:    Facilitating Adult Learning 

 
Over the past few decades, there has been increasing recognition that adult learners differ from children 

and adolescent learners in several key ways.  For example, adult learners typically bring to the 

classroom a rich variety of life experiences, have a need to know why they are learning something, and 

are more task-centered (i.e., want to solve problems which are immediately relevant to everyday life) in 

their approach to education.  In addition, such concepts as ñlifelongò and ñself-directedò learning, as 

well as ñlearner-centeredò education, are now abundantly found throughout the adult education 

literature.  This section is intended to provide both an overview of some of the key distinguishing 

characteristics of adult learners, and a discussion of how these characteristics are best related to the 

proper selection and application of adult instructional techniques. 

 

Section II:    Characteristics of the Adult Learner   

 
The first notable attempt to describe the distinguishing characteristics of the adult learner was made in 

1926 by Eduard C. Lindeman, who in his landmark book The Meaning of Adult Education proposed that 

adult learning should be structured around the situational needs of the learner, as opposed to the 

progressively-structured format which is normally utilized in pedagogical (i.e., K-12) settings.  

According to Lindeman, ñIn conventional education the student is required to adjust himself to an 

established curriculum; in adult education the curriculum is built around the studentôs needs and 

interestséSubject matter is brought into the situation, is put to work, when neededò  (Lindeman, 1926, 

p. 9).  Lindeman also stated that ñthe resource of highest value in adult education is the learnerôs 

experience.  If education is life, then life is also educationò (p.10). 

 

Lindeman went on to describe what he perceived as the fundamental characteristics of adult learners.  

These assumptions, as well as the findings of Cyril O. Houle (1961) and Allen Tough (1967), were 

ultimately expounded upon by Malcolm Knowles and formed the basis of his Andragogical Model of 

Adult Learning (Knowles, et. al, 1998).  The term ñandragogyò literally means ñleader of menò, as 

opposed to the term ñpedagogyò, a ñleader of childrenò.  The assumptions of andragogy were as follows: 

 

Adults have a need to know:  According to Knowles, adult learners will more readily participate in a 

learning experience if they are made aware of why they need to undertake this learning, and how 

this new knowledge will improve their lives. 

2.  Adults are self-directed in their approach to learning:  Adults have a need to be perceived as self-

directed learners who are capable of formulating their own learning objectives, possess the 

motivation to carry through the learning experience, and have the honesty to realistically assess 

whether or not their learning objectives have been met.  In this context, the primary role of the 

teacher is that of a facilitator who provides guidance and assistance to the independent learner.   

3. Adults bring a wide variety of lifelong experiences to the classroom:  Unlike children, adult 

learners have lived through an extensive number of lifetime experiences which have ultimately 

helped shape the character and personality of the individual.  Consequently, a classroom full of 

adult students may be more accurately described as a heterogeneous mix of work and life 

experiences, perceptions and biases, and personal values and judgements.     

4. Adults have a readiness to learn:  Adults are often motivated to learn by some transitional event 

in their life, or by an emergent need to learn a new skill or career.  Adult educators call such 

events ñteachable momentsò. 

5. Adults are task-centered in their orientation to learning:  In contrast to the subject-centered 

approach of pedagogical learning, adults tend to view learning as a means of acquiring new skills 

or knowledge in response to the emergent tasks or problems which they encounter in everyday 

life. 
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Implications for the Classroom 
 

When Knowles initially proposed his Andragogical Model, a sharp contrast was made between 

pedagogical and andragogical classroom settings.  For example, the pedagogical setting was described 

as one in which the students were perceived as passive recipients of knowledge being delivered by the 

teacher in a subject-centered format.  In this context, the teacher functioned primarily as a knowledge 

expert, and assumed full responsibility for what was being taught, how the outcomes were to be 

measured, and how the material was to be delivered.  By comparison, the andragogical classroom was 

portrayed as one in which the students were primarily thought of as self-directed learners capable of 

taking responsibility for their own learning experiences and outcomes.  Furthermore, in the andragogical 

setting, the role of the teacher was changed from that of a knowledge expert to a facilitator whose 

primary role was to guide and assist adult learners in achieving their own individual learning objectives.  

 

In later years, Knowles softened his position somewhat regarding the dichotomy between pedagogy and 

andragogy.  He eventually came to the conclusion that either or both educational approaches could be 

usefully applied in adult learning settings, and he stated that ñIn general, the pedagogical assumptions 

are likely to be realistic in those situations in which the content is totally strange to learnersébut even in 

these situations, elements of the andragogical model, such as climate setting, might enhance the 

learning.  And I use elements of the pedagogical model, such as reinforcement, in my andragogical 

practice.  So now my stance is not either-or, but both-as appropriate to the situationò (Knowles, 1996, p. 

261).  The successful adult educator will thus have the ability to assess the degree of self-directedness of 

his or her students, and to use this information to determine which methodological approach or 

approaches would be most appropriate for his or her individual educational settings. 

 

Section III:    Aging and Adult Learning Ability  
 

Traditional views of human cognitive development were based on the assumption that both generalized 

intelligence and learning ability mirrored physical development, i.e., that general intelligence (ñgò 

intelligence) and the ability to learn steadily developed through adolescence, peaked during early 

adulthood, and thereafter declined steadily with age.  The net result was the common notion that most 

productive learning necessarily took place during the formative educational years, and that learning 

during adulthood became increasingly difficult with age.   

 

However, a number of researchers have subsequently demonstrated that human intelligence may be 

more appropriately described as being multidimensional in nature, and that the ability of adults to solve 

certain types of problems may actually increase with age.  One such example is that of Horn and 

Cattellôs (1966) Theory of Fluid and Crystallized Intelligence, which states that human cognitive ability 

may be subdivided into fluid intelligence (Gf) and crystallized intelligence (Gc).  Fluid intelligence is 

related to an individualôs ability to memorize facts, grasp abstract concepts, and perform speeded test 

problems; it is normally reflected by performance on standardized cognitive tests.  Crystallized 

intelligence, on the other hand, is associated with ñacculturatedò information, that is, those ñsets of skills 

and bits of knowledge that we each learn as part of growing up in any given culture, such as verbal 

comprehension, vocabulary, and the ability to evaluate experienceò (Bee, 1996, pp. 155-156).  This 

distinction is consistent with what educational psychologists refer to as academic and practical 

intelligence, respectively. 

 

According to Horn and Cattell, fluid intelligence peaks during early adulthood and declines steadily 

throughout life, whereas crystallized intelligence seems to increase steadily through middle adulthood 
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and level off throughout most of the remaining lifespan.  The relationship between Gf and Gc and age 

may be depicted as follows: 

 

 

 

                                                                                                    Gc 

         Performance       

             Level 

                                                                                                     Gf 

                                                                                                       

 

             
                                          Adolescence    Early Adult    Middle Adult  Late Adult 

                                                           

                                                                   Age   

 

A positive relationship between age, crystallized intelligence and increasing practical problem-solving 

abilities has been demonstrated by a number of studies (Denny and Palmer, 1981; Cornelius and Caspi, 

1987; Horn, 1982), and these findings are reflected in the work of Williams et al. (1983) which showed 

that older people tend to view their problem-solving abilities as increasing with age.  The net result may 

be that adult learners tend to excel in acquiring what Sternberg et al. (1993) calls tacit knowledge.  Tacit 

knowledge may be defined as ñpractical know-howò, or ñthe kind of knowledge one acquires on the job 

or in everyday kinds of situations, rather than through formal instructionò (Torff & Sternberg, 1998).  

Effective adult educators, therefore, will utilize  instructional delivery methods which both acknowledge 

the decreasing ability of older learners to perform speeded tasks, and emphasize the extant skills and 

tacit knowledge capabilities of the adult learner. 

 

Section IV:    Learning Autonomy 
 

For any given group of adult students, the degree of learning autonomy may range from dependency to 

self-directedness.  Accordingly, Grow (1991) has developed a stage theory which suggests the 

corresponding roles of the teacher as related to the degree of learning autonomy of the students.  They 

are as follows: 

 

Growôs Stages of Learning Autonomy 

 

 

Stage   Student Autonomy Role of Teacher Classroom Techniques 

 

Stage 1  Dependent  Authority, Coach Informational Lecture 

        Immediate Feedback 

        Quizzes/Drills 

 

Stage 2  Interested  Motivator, Guide Inspiring Lecture 

        Guided Discussions 

        Goal-setting 

 

Stage 3  Involved  Facilitator   Facilitated Discussion 

                                                                          w/ Teacher as Equal  

        Seminar/Group Projects 
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Stage 4  Self-Directed   Consultant, Delegator  Dissertation 

         Individual or Group Study            

 

  

The techniques and strategies suggested for instructing Stage 1 and 2 students are those most commonly 

associated with the pedagogical setting, while those recommended for Stages 3 and 4 students are 

normally associated with the andragogical approach to learning.   

 

In general, the degree of student learning autonomy will be greatly determined by the level of prior 

knowledge and experience of the student.  Thus, students who have little previous knowledge or 

experience in the subject matter being taught will typically exhibit the greatest dependency on the 

expertise of the teacher, and in such scenarios, a pedagogical approach utilizing the more traditional 

teacher-student roles may be more appropriate.  Conversely, when working with students who are 

considerably experienced in a given subject area, it is recommended that the teacher take advantage of 

the knowledge and experience of his or her audience, and assume the role of facilitator or delegator.  

Finally, since any given audience may contain students in any of the four stages of autonomy, the 

practicing adult educator should take the time to assess the skill levels of his or her students, and tailor 

the learning approach to accommodate all of the stages of learning autonomy which are present in the 

classroom. 

 

Section V:    Experiential Learning    
 

It was mentioned earlier that one of the distinguishing characteristics of adult learners is their preference 

for task-centered or problem-centered learning.  One consequence of this fact is that adult learners will 

more readily assimilate new knowledge if it can somehow be related to their real-life, concrete 

experiences.  This concept forms the basis of Experiential Learning, and is best exemplified by Kolbôs 

Experiential Learning Model (1984): 

 

                                        Kolbôs Experiential Learning Model 

 

                                               
                                                           Concrete Experience 

 

 

                               Testing of                                                                  Observations  

                               New Concepts                                                                   and       

                               In New Situations                                                       Reflections 

 

 

                                                                    Formation of Abstract 

                                                                             Concepts 

 

Various adult education classroom techniques may be associated with each of the four stages of Kolbôs 

Model as follows: 

 

Kolbôs Model Stage                        Classroom Techniques 

 

Concrete Experience     Case Studies, Simulations, 

                          Real-Life Experiences 

 

Observations & Reflections    Guided Discussions, 

       Small Group Discussions  
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Formation of Abstract Concepts   Brainstorming 

  

Testing of New Concepts     On-the-Job Experiences,    

                                                              Real-Life Experiences 

 

 

 

Miller and Boud (1996) have provided the following summary of the fundamental principles of 

experiential learning: 

 

 Experience is both the foundation and stimulus for learning. 

 Learners actively construct their own experiences. 

 Learning is holistic, and influenced by the socioeconomic context within which it occurs. 

 

Experiential learning may thus be categorized as ñthe process of creating and transforming experience 

into knowledge, skills, attitudes, values, emotions, beliefs, and senses.  It is the process through which 

individuals become themselvesò (Jarvis, et. al., 1998, p. 46). 

 

Section VI:    Goal-Based Scenarios and Learning by Doing 
 

The rapid development of computer-based training and interactive multimedia tools has enabled adult 

educators to design programs which directly utilize the skills-centered learning characteristics of adults.  

According to Howell and Silvey (1996), training environments may be divided into four quadrants based 

on an emphasis of either group or individualized instruction, and the transmission of either skills 

development or knowledge distribution: 

                                                       Group Learning        

 

                               Goal-Based                               Workshops/ 

                                Scenarios                                   Seminars 

                                                            I        II 

           Skills                                                                                          Knowledge  

     Development                                III       IV                                    Distribution 

                              Point-of-Need                              Knowledge 

                                 Contexts                                     Exchange   

 

    

                                                    

                                                   Individual Learning 

 

Whereas more traditional classroom-based instructional methods have primarily focused on the 

transmission of new knowledge (Quadrants II and IV), interactive multimedia methods have allowed 

instructors to focus on the development of new skills and knowledge through role-playing and 

simulations. 

 

One such approach to skill-centered learning is that of the Goal-Based Scenario, or GBS, as pioneered 

by Roger C. Schank of the Institute of Learning Sciences (ILS) at Northwestern University.  GBS is 

based on the premise that students will become active, enthusiastic participants if given the opportunity 

to pursue the topics which interest them most.  In the Goal-Based Scenario, students acquire new skills 

and knowledge by actively pursuing a set of goals as defined in the GBS Mission.  According to Schank, 

ñA successful GBS negotiates between the desires of students and course designers.  For the student, a 

GBS offers a chance to pursue a clearly stated, interesting goal.  For a course designer, however, a GBS 
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is a vehicle to deliver a package of skills the designer wishes students to learn 

(http://www.ils.nsw.edu).ò  Goal-Based Scenarios are one example of the educational methodology of  

ñlearning by doingò, whereby students must master a set of target skills to successfully achieve the goal 

of the exercise.   

 

 

 

 

The basic structure of a Goal-Based Scenario is as follows: 

 

 

                                                      Target Skills 

 

 

 

 

                                               Goal-Based Scenario   

 

 

 

                              Scenario Context            Scenario Structure 

 

 

                     Mission             Cover Story     Focus           Operations 

 

 

Students view the GBS structure from a ñBottom-to-topò perspective.  For example, the Mission, which 

states the goal that students are expected to accomplish, is read first, followed by the Cover Story, which 

establishes the context of the GBS.  The Mission and Cover Story elements combined establish the 

Scenario Context.   

 

The Focus and Operations elements specify the types of tasks and operations, respectively, the students 

will follow during the course of the GBS.  The Focus and Operations elements combined establish the 

Scenario Structure.  Finally, the Scenario Context and Structure, respectively, combine to form the Goal-

Based Scenario.   

 

In contrast to the student approach to Goal-Based Scenarios, the instructional designer views the GBS 

from a ñTop-to-bottomò perspective.  According to Schank, ñWhat drives the design of a GBS is the set 

of target skills the designer wishes the student to gain in the GBS.ò  Thus, the entire exercise is built 

around achieving the target skills which the designer has designated as the goals of the learning 

experience.   

 

     

 

Section VII:    Using Classroom Techniques Effectively 
 

Once the degree of learning autonomy of the students has been assessed and one or more delivery 

methods have been selected for use in the classroom, the instructional techniques must be used to their 

fullest efficacy.  Noted adult educator Jerold W. Apps (1991) has offered some useful suggestions for 

optimally using these various techniques in a broad spectrum of adult educational settings. A highlight 

of some of his recommendations are provided as follows: 
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     Lectures 

 

A well crafted lecture, especially when used in conjunction with supporting classroom notes, is a very 

efficient way of presenting significant amounts of factual information in a short period of time.  Lectures 

are a particularly useful tool for transmitting fundamental knowledge to students who are unfamiliar 

with the subject matter, and are the method of choice for most foundational courses. 

 

Lecture Doôs: 

 

 Limit lecture times to no more than 30 to 45 minutes. 

 Limit the lecture to a few key points, and summarize the key points covered at the end of the 

presentation. 

 Speak in a clear, well-paced manner. 

 Use audio-visual aids to enhance the impact of the lecture (see ñUsing Audio-Visual Materialsò 

section).  Be sure that all audience members have an unobstructed view of the material. 

 Maintain eye contact with the audience. 

 Allow students time to take notes. 

 Try to start and end the lecture on time. 

 Be genuinely enthusiastic about what you are saying. 

 

Lecture Donôts:  

 

 Donôt read from a script. 

 Avoid repetitive nervous habits, such as clearing your throat, or repeatedly saying ñahò. 

 

Case Studies 
 

In this method, the class is divided into small groups, and each group is given a problem for discussion 

and resolution.  This technique allows the participants to apply the theoretical constructs which have 

been discussed in class to real (or hypothetical) situations. 

 

Case Study Doôs: 

 

Try to obtain real-life examples, such as stories which have recently been in the news and with which 

the students are familiar. 

Tell the participants at the beginning of the exercise how long they will have to resolve the problem. 

Ask each group to select a spokesperson who will present the groupôs solution to the problem to the 

general class. 

After all of the groups have presented their solutions, lead the class in a summary discussion of the 

findings. 

 

 

Case Study Donôts: 

 

Donôt assign long and complex case studies. 

Donôt lead participants to believe that there is only one correct answer or solution. 

 

Group Discussions 

 



    48 

 R.E.P. Manual 23 October 2009 

This technique works best when the class size is between approximately 5 to 30 people, and the students 

have some prior knowledge of the subject matter. 

 

Group Discussion Doôs: 

 

Participants should be seated in a circle or semicircle to facilitate communication. 

Begin the discussion with some introductory comments and an ñicebreakerò. 

Keep the discussion focused on the topic. 

Try to bring introverted students into the conversation. 

Do not allow one or more persons to dominate the discussion. 

 

Group Discussion Donôts: 

 

Donôt allow the discussion to drift off aimlessly. 

Avoid embarrassing any of the participants. 

Similarly, avoid ñforcingò any introverted individuals into the discussion. 

 

Brainstorming  

 

Brainstorming is an effective tool for developing, in a relatively short period of time, a list of items or 

questions which are of interest to the participants.  With this technique, one person is typically 

designated as the ñrecorderò, and the class is given a short period of time to write down a list of 

concerns, questions, etc.  At the end of the period, each participant is given the opportunity to share their 

list with the class.  Each unique item is then listed on a blackboard or flipchart for later consideration 

and multi-voting. 

 

Brainstorming Doôs: 

 

Set a definite time, usually three to five minutes, for the brainstorming session. 

List every unique idea or question, regardless of its apparent merit. 

After the items have been listed, allow the class to vote and assign priority to the items. 

 

Brainstorming Donôts: 

 

Donôt allow criticisms of the items during the initial listing of the ideas or questions. 

Also do not allow any one participant to dominate the brainstorming session. 

 

 

Section VIII:    Frequency of Use of Various Learning Formats 
 

A multitude of conventional and technology-based educational formats are available to the adult and 

continuing education professional.  To determine what methods are most commonly used by practicing 

educators, Cookson and Rothwell (1997) surveyed a population of continuing education professionals 

with respect to how frequently they used various educational formats and how effective they perceived 

each of these formats to be.  Based on the returned responses, the formats were then ranked on a scale of 

0 to 5, with 5 being the ñmost frequently usedò and ñmost effectiveò formats, respectively.  The results 

may be summarized as follows:   

 

Frequency of Use of Educational Formats     Effectiveness of Educational Formats     

 

Audio Lecture   1.70  Audio Lecture   1.68     
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Computer Conference   2.07  Self-Study   2.00 

Self-Study   2.10  Computer Conference  2.22 

Videotape   2.38  Videotape   2.44 

Computer-assisted  3.25  Case Studies/Simulations 3.28 

Case Studies/Simulations 3.33  Computer-assisted  3.35 

Lectures/Presentations 3.65  Lectures/Presentations 3.47 

Small Group Discussion 3.94  Small Group Discussion 4.01 

Question and Answer  4.19  Question and Answer  4.19 

 

0 1 2 3 4 5 0 1 2 3 4 5 

 

 

        Increasing Frequency                                     Increasing Effectiveness 

 

Although the survey represented only a small cross-section of continuing education professionals, the 

results seemed to indicate that the Question and Answer and Small Group Discussion formats were the 

most frequently used formats; in addition, these two formats were also perceived as being the most 

effective formats for continuing education applications.  Furthermore, technology-based formats, such as 

audiotapes and computer conferencing, were reported to be used less frequently and judged less 

effective than the  delivery methods based on direct personal interaction.  According to Cookson and 

Rothwell, this may indicate that adult learners ñprefer more individualized methods over technology-

based methodsò, and that this ñpreference may be understandable in that high touch is preferred to high 

techò (Cookson & Rothwell ,1997, p.212).  However, it should also be recognized that, in many 

instances, the highly self-directed learner may actually prefer technology-based methods over the more 

traditional methods.       

 

Section IX:    Using Audio-Visual Materials 
 

When properly used, audio-visual materials can turn a standard lecture into an exciting and memorable 

experience.  Audio-visual materials should stimulate audience interest and participation, reinforce the 

points being made by the speaker, and function as a framework for the presentation.  Some of the more 

commonly used audio-visual aids include the following: 

 

Overhead Transparencies 

35 mm Slides 

Computer-Mediated Presentations 

Chalkboards/Flip Charts 

Videotapes 

Audio Recordings 

Show-and-Tell Objects 

 

The key point to remember when using audio-visual aids is that they should be used to support the 

presentation rather than be the presentation.   

 

 

Audio-Visual Doôs: 

 

 Use audio-visuals to support or reinforce the major points of the presentation. 

 Begin the audio-visual presentation with an introductory slide, followed by a slide showing an 

overview of the presentation to follow.  The overview should consist of a chronological list of the 

key points or topical areas which will be covered during the presentation. 






























