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Dear Accreditation Chair:

As Accreditation chair for your Chapter, you hake important task of preparing your fellow
practitioners for the Examination for AccreditationPublic Relations.

Accreditation is a coveted designation and thenelk for the public relations profession. We
want to ensure that you have the tools to suppant gandidates. This Accreditation Chair’s
Tool Kit, provided by Public Relations Society ofm&rica (PRSA), is designed to make this job
a bit less daunting.

Please take some time to flip through the Toolafid begin the process of building your own
Accreditation program. As you do, keep in mind thdaptation is the key. We encourage you to
customize the program to your members’ needs. yEUhapter will use the Tool Kit differently

— adjust the materials according to their own ueigcenario. The sample timelines, checklists,
newsletter stories, letters and other items shbeldonsidered a guide and may not always
follow the format or parameters of your particytaogram. Your Chapter may, for example,
elect to have a one, all-day workshop insteadvef $eparate sessions.

We hope that this Tool Kit will help free you frdmaving to plot out an entire Accreditation
program from scratch. The materials are meantdpiia your creativity, not hinder it.

On behalf of the PRSA Accreditation Marketing Cortie@ members, we thank you for giving
your service to the Chapter and Society by seramgccreditation chair. Remember this, as you
endeavor to increase the numbers of the Accreditedare raising the standard for all public
relations practitioners. For more Accreditatiorormhation, please visit

www.praccreditation.org

Thank you.

Merrie Meyers-Kershaw, APR, Fellow PRSA
Co-Chair, 2005 PRSA Accreditation
Marketing Committee

Carol Skaff, APR
Co-Chair, 2005 PRSA Accreditation
Marketing Committee
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What is Accreditation?

What is the Universal Accreditation Board?

What is the purpose of Accreditation?

Why become Accredited?

How old is the Accreditation Program?

Who is eligible?

What is the fee to take the Examination for Aditation in Public Relations?
How do | apply to take the Examination for Ackitation in Public Relations?
Is Accreditation good for life?

VII. Accreditation Chairs’ Frequently Asked Questions

a.

b.

C.

How is the current Examination for AccreditationPublic Relations different
from the previous version?

Can a multiple-choice examination accurately kemwledge, skills and
abilities?

Are there other organizations that rely on npiétichoice examinations for their
certification process?

How does the Examination test what public reladiprofessionals do today?
Not every public relations practitioner does faene thing on the job. How does
the Examination account for that?
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Congratulations! You have taken on an essentialwath the Accreditation in Public Relations
program. As Accreditation chair for your particippgt organization or local Chapter, you play an
important part in improving the practice of pubigtations. This guide is designed to help you
conduct and improve your Accreditation program dyifiarizing yourself with the information
given to candidates for the Examination for Acct&thn in Public Relations, as well as
information you need to know to better perform ymle.

Before delving further into this guide, please beego notify the manager of Accreditation,
Kathy Mulvihill, that you are the Accreditation a¢héor your participating organization or local
Chapter. You can reach her at (212) 460-1436 dwykaulvihill@prsa.org. Kathy can sign you
up for APRserve, an e-mail forum that is a greatelfor sharing information with other
Accreditation chairs.

What to Expect

Some candidates will look to you to advise thenhow to prepare for the Examination and will
have a lot of contact with you throughout the pescéthers might have very little contact with
you, and you might only hear from them when thesidieto take the Examination and to
schedule their Readiness Review. No matter whadtasse candidates might ask of you, this
guide gives you everything you need to appropraedvise them.

One of your basic responsibilities is to see thammipers properly prepare for the Examination.
Many participating organizations view Accreditatioreparation as an opportunity to help their
members assess their skill levels, supplement kimewledge and prove their professional
competence. The participating organizations doliftiproviding review sessions, seminars and
structured personal study programs using buddyesrtaning systems. It is also helpful for
candidates to team up for study or for an expeedmpractitioner to lead them in a study course.
A word of caution: the practitioner you selectéad the review course must be a competent
lecturer/discussion leader who is an expert orptrécular topics under discussion. We suggest
working closely with local colleges and universstién some cases, these local institutions can
provide, at no cost, facilities where courses magdnducted. A separate guide on how to
conduct review courses is available if you wisloffer these sessions to candidates.

But perhaps the most valuable role you play is dain information source. Make yourself
available to candidates and encourage them towsesstiqns about the process. If there is a
guestion you can’t answer, put the candidate inamtrwith Kathy Mulvihill, manager of
Accreditation, who can help.

Your role will be much easier if you take the titogfamiliarize yourself with the Examination

by reviewing the following materials: the Examimattiprocess charts; FAQs; list of Readiness
Review areas of competence; Readiness Review pori@paration instructions for candidates;
detailed list of knowledge, skills and abilitiestied in the Examination; and the short bookshelf
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of texts recommended for study. By reading thisrmfation in advance, when asked a question
you will readily know where to turn for the answer.

Promoting Accreditation

In addition to advising candidates taking the Ex@ation, your job as Accreditation chair is to
promote Accreditation. This should be a year-roactivity and may include a number of
techniques successfully used by Universal AccradiiaBoard participating organizations. A list
of Accreditation chairs is included in this guidetbat you can contact others and share
strategies and information.

Some techniques successfully used include pubgdeistimonials on the value of Accreditation
and publicizing the value of Accreditation to presfive employees and recruiters through local
media outlets. For example, some participating megdions place ads in local business journals
congratulating newly Accredited members to furtfaese awareness of Accreditation. Speaking
at participating organization or local Chapter riveg about the value of Accreditation also
helps to promote the program and is encouragedeWAB. In some cases, public relations
practitioners who are not members of a UAB membgamization have joined because of the
relationships built while studying for the Examioat This has occurred in those instances
where Accreditation information meetings, recruitinevents and study sessions are announced
in local newspapers.

Maintenance of Accreditation

Candidates who pass the Examination for Accreditatn Public Relations are required to
maintain Accreditation. To maintain Accreditatianmember must demonstrate continuing
professional development in the profession. An Adited practitioner is required to earn 10
points in activities in continuing education, prsge®nalism or service categories every three
years. The Maintenance of Accreditation applicabatlines the activities and acceptable
credits. The Accredited practitioner should comgplée application and submit it to Kathy
Mulvihill, manager of Accreditation, by the due éatith a $50 fee required to cover the
processing costs. UAB staff sends several remirtdedscredited practitioners throughout the
three-year maintenance cycle. A Maintenance of éditation application is available online at
www.praccreditation.org

An Accredited member who is unable to completentiagntenance requirements in a three-year
period may be granted a one-year extension, upplicapon. Letters requesting an extension
should be sent to Kathy Mulvihill, manager of Aatitation. If the requirements are not
completed after this extension period, the membkcizeditation will be revoked.
Reinstatement will require taking the Examinatigaia. Members who are granted membership
retirement status may apply for Accreditation Retient Status. During the time they hold
retirement status, members are exempt from maintena

A Final Note
Thank you for taking on the role of Accreditatidmaa. Your contribution is very important, and
we applaud you for your commitment.
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The Examination Process for Accreditation Chairs
Accreditation Chair’'s Process for the ExaminationAccreditation in Public Relations

1.

2.

Identify Eligible APR Candidates

a. Become familiar with the computer-based Exanonaind support materials

b. Recruit, identify and invite candidates; promedée and benefits of Accreditation

c. Identify volunteers to work with you as coachesntors and Readiness Review panelists

d. Guide volunteers to ensure that they are familith materials appropriate for their roles

e. Receive names of candidates approved in yoarfeomn UAB

Deliver Coaching, Mentoring, Support Services

a. Secure access code for UAB-provided online Cedghide

b. Use Coach’s Guide in combination with onlinereises, reference materials and Online
Study Course to deliver local prep program

c. Offer prep support, mentoring and other resaitceandidates

Schedule Readiness Review

a. Receive notification of candidate request foadReess Review from UAB

b. Receive four copies of Readiness Review Questioa from candidate

c. Distribute candidate’s questionnaire and patslmnsaterials to three Readiness Review
panelists at least 10 business days in advanceadiRess Review

d. Explain what is required and time commitmenmt, iapproximately two hours to review
each candidate’s written submission and develogtares to ask during the session, and
one-to-two hours for each Readiness Review Pegeelist Instructions

e. Designate Readiness Review panel chair

f. Schedule candidate(s) for Readiness Review

Conduct Readiness Review

a. Conduct review, vote to Advance/Not Advance aiateé to computer-based
Examination

b. Counsel candidate on additional preparation egéar computer-based Examination

c. Send original copy of Questionnaire and scofangs to UAB

d. Receive UAB natification of Advance/Not Advarstatus unless candidate has requested
that it not do so

e. If candidate is Not Advanced, re-schedule RessdiflReview upon candidate’s request no
sooner than 90 days after first Review

f. If candidate is Advanced, provide support andoemagement to proceed to the
computer-based Examination while preparation ishfre

Candidate Takes Examination

a. Create supportive environment for candidateperage additional preparation if he or
she does not succeed in taking the computer-basmuiBation

b. Receive UAB notification of results unless caladeé has requested that it not share the
results

Schedule Celebration

a. Schedule APR presentation/celebration at logate
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Frequently Asked Questions About Accreditation
Here are the answers to the most-asked questiang tite Examination for Accreditation in
Public Relations:

What is Accreditation?
The Examination for Accreditation in Public Relai$ois a voluntary certification program for
public relations professionals, administered byuineversal Accreditation Board (UAB).

What is the Universal Accreditation Board?
The Universal Accreditation Board (UAB) compriseeahair and representatives from each
participating organization. Each member serveseetijear term. The UAB oversees the
Accreditation program and provides a balanced bt#rimhckgrounds in a number of public
relations specialties. This group of senior-levetAedited members meets several times a year.
Day-to-day operations are administered at PRSA Hleaders. Responsibilities of the Universal
Accreditation Board include the following:

Developing and implementing policy for the program

Developing and maintaining the Examination for Astlitation in Public Relations

Reviewing appeal cases

Granting of Accreditation

What is the purpose of Accreditation?

The purpose is to unify and advance the profedsyadentifying those who have demonstrated
broad knowledge, experience and professional judgimehe field. The program seeks to
improve public relations practice. The designatidocredited in Public Relations” (APR)
signifies a high professional level of experiennd aompetence.

Why become Accredited?

Increasingly, job listings are specifying “APR pefd.” Senior public relations professionals
have been outspoken in support of AccreditatiorPRAis a symbol of professionalism. It
demonstrates that individuals have the knowledidgcsand experience that set them apart. It
also demonstrates that they care about their onfegsion and that they are dedicated to
enhancing their own personal abilities.” Joe SegpAPR, Fellow PRSA, Chairman and CEO
of Counsel, Epley Associates, Charlotte, NC.

How old is the Accreditation Program?

The program originated in 1964 and was administbyetthe Public Relations Society of
America (PRSA) until 1998, when the Universal Aclitation Board was formed to administer
the Examination. Participating organizations inelulde Agricultural Relations Council, Florida
Public Relations Association, Maine Public Relasi@ouncil, National School Public Relations
Association, Public Relations Society of AmericR8A), Religion Communicators Council,
Southern Public Relations Federation, Texas Pit#iations Association and Asociacion de
Relacionistas Profesionales de Puerto Rico (PirRido Public Relations Association)

Who is eligible?

The Examination was designed for members of UABi@pating organizations who have at
least five years of paid experience in the fulldipractice or in the teaching of public relations
and who have earned a bachelor’s degree in a comatiam-specific field (e.g., public
relations, journalism, mass communication) or hexgivalent work experience, which includes
public relations principles, public relations wnigi, public relations campaigns, research, ethics
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and law and internship (practical experience usdeervision). Also, non-members who belong
to member organizations of the North American RuBklations Council (NAPRC) and who
meet the same requirements as members are eligible.

What is the fee to take the Examination for Acc¢atidin in Public Relations?

The fee is $385 plus a $25 application fee (wafeedhose candidates who pay in full at the
time of application). Several of UAB’s participagiorganizations offer their members a rebate
for a portion of the examination fee as a membaebe PRSA offers a $110 rebate to its
members upon completion of the Examination.

How do | apply to take the Examination for Accratitn in Public Relations?

If you are eligible to take the Examination for Ageditation in Public Relations, you can
download an application fornmitp://www.praccreditation.org/become_an_apr/appions.asp
complete and send it to the contact and addréssl It the application.

Is Accreditation good for life?

Yes, with fulfillment of Maintenance of Accreditati requirements and continued membership
in a participating organization. Every three ye®RSA members Accredited after January 1,
1993 and participating organization members Acteedafter January 1, 1998, and PRSA
members Accredited after January 1, 1993 must aglaienthe required number of points in
continuing education, professionalism or servidegaries as part of the Maintenance of
Accreditation Program. This further strengthensvillele of the APR credential and keeps
professionals actively involved in the currentshed public relations profession.

Accreditation Chairs’ Frequently Asked Questions
Here are the answers to the most-asked questiomsAccreditation chairs about the
Examination for Accreditation in Public Relations:

How is the current Examination for AccreditationRablic Relations different from the previous
version?

The computer-based portion of the Examination focr&ditation in Public Relations is in a
multiple-choice question format and takes threerfiand forty-five minutes to complete. It tests
what public relations professionals do in the ZEsttury and maintains a high level of quality, is
credible and relevant to today’s practitioner, antploys current best practices in professional
certification testing.

Candidates can take the Examination at their caemwea at more than 300 Prometric Testing
Centers in the United States, Canada and Puerto Bidct confidentiality procedures are
enforced, and feedback and results are availalbilguA Readiness Review prior to the
candidate taking the computer-based portion indwdportfolio review and assessment of the
candidate’s readiness to take the Examination./dded Readiness Review panel (comprising
Accredited members) coaches each candidate tawmetehis or her areas of weakness and
helps identify specific areas of the body of knadge in which the candidate should focus
further study. The panel provides candidates wibexific set of textbook references related to
these areas. Candidates may not take the compaged=xamination until they have advanced
from the Readiness Review. See Readiness Revidiwrséar more information.
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What has remained the same is the high level didemtiality. All members of the Universal
Accreditation Board, all volunteers and fellow stymhrtners are bound to confidentiality about
the identity of candidates.

Can a multiple-choice examination accurately tesiidedge, skills and abilities?
Yes. Multiple-choice examinations eliminate suljatt in scoring and achieve consistency
with best practices in certification examinatiohke Examination for Accreditation in Public
Relations has been developed according to thepbastices in professional certification testing.
Content is directly tied to the Professional Prac#nalysis conducted in 2000. The
Examination is reliable and valid and can diffeiaetthose candidates who have attained
professional mastery from those who have not.
According to Educational Testing and MeasuremerKinyiszyn & Borich, with the multiple-
choice format:
- Higher-level knowledge can be tested with well-tert multiple-choice items.

Since writing is minimized, a substantial amountr@terial can be evaluated in a short

period.

Scoring is highly objective, which allows for maediable results.

Cost of evaluating the examination is significaméguced.

Efficiency of evaluating the examination and repayiscores increases.

Are there other organizations that rely on multipleice examinations for their certification
process?

Yes. Many professional organizations base thetif@tion process on multiple-choice testing,
including the Graduate Record Examination, the Gagel Management Admission Test, the
American College, American Institute of CPAs, thadican Registry of Radiologic
Technologists, Institute for Certification of Mareagent Accountants, Project Management
Institute, Information Technology Certification TesMicrosoft, Novell, CompTIA, the Test of
English as a Foreign Language and Excemior College.

How does the Examination test what public relatiprifessionals do today?

In developing the Examination, the Universal Acaiatbn Board (UAB) used a complex,
multi-year scientific process to ensure that tharBxation measures the appropriate knowledge,
skills and abilities public relations professionadast have today. Following the Professional
Practice Analysis in 2000, the UAB recruited subjaatter experts to review the data from the
practice analysis and organize it into more refioagkgories for the public relations profession.
As a result, the UAB identified a final list of @mpetencies that a public relations professional
must possess to perform his or her work effectively

Not every public relations practitioner does thengathing on the job. How does the

Examination account for that?

The UAB recognized that not all 60 competenciedrdmute equally to effective job

performance. It was important to determine diffeesnin the frequency, criticality, and
importance of the competencies to job performanaader to develop an accurate certification
examination. This was accomplished with the Practinalysis and an additional survey of
subject matter experts. The Examination only testspetencies that the experts say are required
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in the five-to-seven-year range. Following are IBeareas of professional practice the
Examination will cover:

Research, planning, implementing and evaluatingnaros - 30 percent

Ethics and law - 15 percent

Communication models and theories - 15 percent

Business literacy - 10 percent

Management skills and issues - 10 percent

Crisis communication management - 10 percent

Media relations - 5 percent

History of and current issues in public relatiorispercent

Using information technology efficiently - 2 per¢en

Advanced communication skills - 1 percent
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Outreach: Candidates
Sample Newsletter and E-mail Articles and Web pgsti
- Accreditation Assessment
Newsletter Call for Candidates
Process for Accreditation
Value of Accreditation
Meeting Announcements/APR Candidates’ Orientation
Sample Script
Stump Speech (PowerPoint)

Marketing the APR Prep Orientation Sessions
Sample Flyer
Outline for APR Q&A
PowerPoint (Overview)
Tri-fold brochure

Information for Candidates
Candidate Frequently Asked Questions
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Accreditation Assessment

Several members of the CHAPTER NAME are explorirafgssional Accreditation, and
discovering candidates’ needs will be critical &signing a preparatory curriculum. To assist,
candidates are asked to complete an Accreditatgsegsment surveying the candidate’s level of
knowledge and interest. Whether you are studyingdar APR or are simply curious about the
process, log onto CHAPTER WEB SITE and find theeSssnent for Accreditation Candidates
form. (shown below)

If you're pursuing Accreditation, the prep coursel help you gain confidence and feel
prepared for the Readiness Review panel and subsedthour computerized Accreditation
Examination. You don’t have to be an APR candidiatearticipate in the Accreditation
preparatory process. If you're already Accreditetiave elected not to take the Examination,
the study process will be an excellent professideaklopment opportunity.

If you plan to become a candidate for professidwalreditation, please complete the
Accreditation Assessment no later than DATE andrreto NAME/ADDRESS. For more
information contact ACCREDITATION CHAIR.

(See next page for Assessment)
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Public Relations Society of America
Assessment for Accreditation Candidates

Return to NAME/ADDRESS/CITY/STATE/ZIP, no laten thATE.

NAME:
E-mail:

Please complete the questions below to the begiusfknowledge at this time. Your answers will nbtigate you
in any way, but will help guide the design and tmeaof our Accreditation program.

Are you interested in taking the Accreditation exar20067?
(Circle one) Yes No Maybe

If yes, what is your motivation for pursuing Accitadion at this time?

If no, what timeframe were you considering for test?

Have you submitted your Accreditation applicatiorPRSA National and paid the application fee?
(Circle one) Yes No

Have you purchased any of the suggested textbdb&e?which ones?

Please rate your level of knowledge/skill in theseas:

Lowest Highest
History and Current Issues 1 2 3 4 5
Definitions of Public Relations Functions 1 2 3 4 5
Communication Models & Theories 1 2 3 4 5
Business Literacy 1 2 3 4 5
Ethics and Law 1 2 3 4 5
Research/Planning/Evaluation 1 2 3 4 5
Campaign Development 1 2 3 4 5
Management Skills/Issues 1 2 3 4 5
Crisis Communications 1 2 3 4 5
Information Technology 1 2 3 4 5
Media Relations 1 2 3 4 5
Consensus Building/Negotiating 1 2 3 4 5
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p. 2/Assessment

Are you interested in taking Accreditation prepargt professional development courses?
(Circle one) Yes No Maybe

Would you prefer an instructor who igCheck one only)
A Practitioner from our PRSA Chapter
An Educator from an area University
A Regional/National Presenter

Are you willing to pay for the class(es)?
(Circle one) Yes No Maybe

If yes, what value would you place on the prepayatourse? (Check one only)
$20-$35/session

$35-$50/session

$150/comprehensive course

Other: $

Would you be more interested in the online Studyr€e being offered by PRSA National at $195?
(Circle one) Yes No Maybe

Do you currently have a portfolio of work to presahyour Readiness Review?
(Circle one) Yes No In Process

Would you like to be assigned a mentor?
(Circle one) Yes No Maybe

If yes, did you have a specific person in mind?

Do you have any other specific needs or questiatisregard to the Accreditation process?

Thank you!
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Newsletter Call for Candidates

Accreditation is an ideal way to enrich your indysnowledge, achieve a standard of education
and distinguish yourself in an increasingly compegiindustry. If you have a desire to advance,
consider pursuing the Examination for AccreditatiofPublic Relations. Society guidelines
suggest that candidates have between five and yeaes experience. However, if you feel
ready before that time, you can apply.

The Accreditation process includes:

Application and fee payment online at www.pracdagehn.org;

Candidate preparation, which may be self-studyallotasses or the Online Study Course
offered by PRSA,

Candidate portfolio development in preparationtfe Readiness Review;

Readiness Review, where the candidate presenkehdrtfolio to a panel of Accredited
professionals;

Computer-based Examination, which can be schedilady time at a local Prometric
Testing Center. A multiple-choice test is admimesteand results are available within
two to four weeks.

Study aids and recommended readings are availableeoOrganized workshops, informal
study sessions and assigned mentors are avaitadaliyl If you're interested in learning more
about Accreditation, contact APR CHAIR’S NAME at eNE/E-MAIL.

Are You Considering Professional Accreditation?

Accreditation was first introduced in 1965 as andtad for PRSA membership and at one time,
up to 35% of PRSA members had achieved their ARRaY, with only 21% Accredited, a re-
engineered process is designed to cater to thidesalf life, work, professional development
and our everyday practice. The Examination, laudc¢ch&003, is multiple-choice, computer-
delivered and scored, and may be scheduled aatigidate’s convenience. With a more
streamlined process, the Examination focuses owletge, skills and abilities critical to our
profession.

A minimum of five years’ experience is recommentiethke the Examination. If you're
interested in pursuing professional Accreditatymy may begin by completing the application
form located atvww.praccreditationboard.o@nd submitting it with payment to Kathy
Mulvihill, PRSA Accreditation manager. A study gaidnd recommended texts are available
online.

Candidates may prepare according to their own needessing either the PRSA Online Study
Course available for $195 or local classes inclgdiMSERT INFO HERE.

Following the preparatory phase, each candidatécygates in a Readiness Review in which
Accredited professionals determine the candidaggldiness to take the Examination. Once
recommended studies are fulfilled, candidatesraeetb schedule the Examination at a
Prometric Testing Center at his/her convenience.
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A single payment of $385 covers the full processt emd those who elect to pay the total up
front will not be required to pay the $25 applicatfee. As an alternative, candidates may make
two equal payments of $205 each — one at the timapmlication and one upon successful
completion of the Readiness Review, in anticipatbthe computer-based Examination. (The
$410 total includes a $25 application fee.) Witthei payment schedule, PRSA members will
receive a $110 rebate upon completion of the Exatiain.

Chapter APRs also have an important role in thadditation process. By serving on the
Readiness Review panels, mentoring candidateseamihg as instructors, Accredited members
have an opportunity to refresh their knowledge pivide valued support to fellow
practitioners.

If you have the recommended five years’ experiendbe teaching or practice of public
relations and are interested in learning more,gele@ntact LOCAL APR CHAIR.

Value of Accreditation
Looking for an Edge?

Try adding three initials after your name: APR

Accountants have their CPA. Architects have thé&.Aormal credentialing processes exist
throughout the medical, real estate, financial @ihér industries. As a public relations
professional, you have the opportunity to sharpmir graft and distinguish yourself by
achieving the Accreditation in Public Relations @Rredential.

The Examination for Accreditation in Public Relatsoprocess is designed to raise the bar for
public relations professionals and advance ourgsibn among employers, clients and the
media. By growing the ranks of APRs among us, wepramote excellence, a standard of
knowledge and our code of professional ethics.

Accreditation was first introduced in 1965 as andtad for PRSA membership and at one time,
up to 35% of PRSA members had achieved their ARRaY, with only 22% accredited, a re-
engineered process is designed to cater to thidesalf life, work, professional development
and our everyday practice. Introduced in July 2@08 Accreditation Examination is 100%
multiple choice, computer-delivered and scored, raagt be scheduled at the candidate’s
convenience. With a more streamlined process,xamdocuses on critical knowledge, skills
and abilities (KSAS).

A minimum of five years’ experience is recommendad candidates may begin the process by
completing the application form atvw.praccreditationboard.om@nd submitting it with

payment to Kathy Mulvihill, Accreditation manag@ublic Relations Society of America, 33
Maiden Lane, 1 Floor, New York, NY 10038. For more informationntact LOCAL
ACCREDITATION CHAIR/PHONE/E-MAIL.
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Meeting Announcements/APR Candidates’ Orientation

If you're committed to pursuing professional Acdtation or simply contemplating it for the
future, you probably have questions. Accreditatirair NAME is planning an orientation
session for TIME/DAY/DATE/PLACE. Among the topicslinbe:

Review of Accreditation Process

Review of Knowledge, Skills & Abilities to be tedte
Review of reference texts

Discussion of Readiness Review

Examination fee and other costs

APR candidate’s checklist & schedule

Please come prepared to share your questions sigtitisn Readiness Review panelists and other
interested parties are also welcome.

A minimum of five years’ experience in public retats and related fields is recommended. If
you plan to attend the orientation, or would likébtut can’t make this date, please notify
NAME/PHONE/E-MAIL. Information on the Accreditatigorocess may also be found at
www.praccreditation.org

Sample Script
Public Relations Accreditation: A Competitive Advartage

What is Accreditation?

What exactly is Accreditation? Accreditation isoamhal credentialing process for the public
relations professional. Public Relations Accredbtais designed to provide a standard of
knowledge and an ideal model for achieving optimauncess in our profession. Accreditation
has been available to public relations practitisrier nearly 50 years. During this time, the
Accreditation process has essentially remainedamggd. In July 2003, recognizing the need to
keep pace with today’s realities, a new program laasched that is tailored to the needs of
business, life and our everyday practice.

Accreditation: A Brief History
- Introduced in 1965 by PRSA.

At one time, up to 35% of PRSA members Accredited.

Today, closer to 22% are Accredited.

Examination process was not tailored for todaytsfgssional.

Universal Accreditation Board (UAB) formed in 1988re-engineer examination.
To understand how the process was arrived at, w@iér a brief history. PRSA Accreditation
began in 1965 and was originally intended as amum standard for joining the Society. Over
the years, the exam consisted roughly of a day-aniten essay test conducted at limited, set
times throughout the year. The written test waptamiwith a panel discussion between the
candidate and Accredited professionals who evaludie candidate’s oral skills and theory
application. Test results were not available faesal months after the exam period. With an
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increasing number of corporate crises and the puration of the Internet which has created
24/7 news cycles, new pressures have been placedbdic relations professionals, increasing
the need for critical knowledge and skills. To hatfuiress these needs and modernize the
process, the Universal Accreditation Board — whinchudes PRSA and other allied groups —
was formed in 1998. By tailoring the Examinatiorthie realities of today’s professional, the
hope was that Accreditation would increase, thugaecing a higher standard for our
profession.

What Does Accreditation Accomplish?
Emphasizes the science of public relations.
Legitimizes and lends credibility.
Standardizes our knowledge.

Holds practitioners accountable.

How Does Accreditation Benefit Us As Individuals?

Enhances reputation.

Increases industry knowledge.

Enhances self-esteem.

Increases value and marketability to clients/emgisimedia.

Accredited professionals earn nearly 20% more tlmmAccredited professionals,

according to a PR Week 2005 survey.
So how does Accreditation benefit us as individe@s an Accredited professional, | am often
asked what the APR initials after my name meanhHace | have the opportunity to explain the
rigors of the coursework and the Examination; ¥vegime a competitive edge in the minds of
employers, clients and colleagues. It increaseswnyindustry knowledge which, regardless of
my education or when | last studied, gives me clanfce in my practice and increases my value
to clients, employers and the media. In fact, atiogrto PR Week’s 2005 salary survey,
Accredited professionals earn nearly 20% more tlamAccredited professionals. Ultimately,
the value of Accreditation is determined by eadhividual and the value you place on achieving
a higher standard of knowledge, skills and abditie

How Does Accreditation Benefit the Chapter/Society?

Raises the industry standard.

Creates a source of pride.

Challenges and motivates junior members.

Offers upper-level, seasoned APRs the opportuaignggage in mentoring and teaching

roles.
As beneficial as Accreditation is for the individiuaholds critical advantages for the Chapter
and the Society as a whole by creating higher gdaadl raising the overall esteem of the
profession. Increasing the ranks of APRs raisesdliber of our profession and creates a source
of pride. On a Chapter level, it provides a higstandard to which less experienced members
can aspire, and provides an opportunity to re-emi@e senior members whose interest and
involvement may have waned.
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Why Aren’t More PRSA Members Accredited?

Currently 21% of PRSA members are Accredited.

Approximately 50% are eligible.

Lack of time is an issue.

So is perceived lack of value.
With all the advantages Accreditation offers to ithgividual and to our profession, why aren’t
more of us compelled to seek our Accreditation?€hly, approximately 21% of PRSA
members are Accredited; approximately 50% areldédgb seek Accreditation. Many
professionals cite a lack of time as a major factdheir decision not to seek Accreditation.
Ultimately, we know that many professionals simgidynot see the benefits of being Accredited.
In a moment we’ll talk more about how the examiorafprocess has been streamlined. Right
now I'd like to ask a couple of our own APRs to @farward and share how Accreditation has
benefited them professionally. (Introduce memb&Hiew 3-5 minutes of testimonials from
local APRs.)

What's New About the Accreditation Process?

Examination — Computer-delivered and scored, 10Q%iphe-choice, three-hour, forty-

five minute examination, scheduled at the candigd&i@nvenience.

Readiness Review Panel — Candidates’ readinesgkécetkamination is evaluated by

local APRs.

Examination results within two to four weeks.
We belleve that as public relations professionaldeustand the advantage of becoming
Accredited, interest in the Examination will inceeaWith a newly re-engineered process
launched in July 2003, we are confident that caatesiwill truly increase their professional
value. Let’s examine how the process comparesitgiforedecessor. Under the former process,
candidates were required to take an all-day, hariitiew essay examination which was only
available once or twice a year in their area. Tkangination is now computer-delivered and
scored, multiple-choice, lasts three-hours, forrg-ininutes and is scheduled at the candidates’
convenience at a Prometric Testing Center. Secptidyformer process included an oral
presentation at which candidates would sit wittaagb of local APRs. With today’s
Examination, the oral presentation has been coedéota Readiness Review and is designed to
determine the candidate’s “readiness” to take tkemttnation. Finally, since the Examination is
administered and scored by computer, results aadle within two to four weeks.

What Is the Focus of the Examination?
30% research, planning, implementation, evaluation
15% ethics and law
15% communication models and theories
10% business literacy
10% management skills and issues
10% crisis communication management
5% media relations
2% information technology
2% history/current issues in public relations
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1% advanced communication skills
So what is the focus of the Examination? Questiawe been designed to evaluate a candidate’s
knowledge, skills and abilities in 10 areas, inahgd
research/planning/implementation/evaluation, ethius law, communication models and
theories, business literacy, management skillsigswes, crisis communications, media relations,
information technology, history and current isswegs] advanced communication skills. Many
practitioners have inquired about the change fraralaessay to a multiple-choice examination,
and whether the material is as challenging. Feddlvtam 168 beta test subjects suggests the
Examination is every bit as rigorous as the essagion. The multiple-choice format has been
carefully designed to test a candidate’s criticadwledge, skills and abilities, but in a more
streamlined process. Given that each of us pracBoblic Relations differently, with varying
emphases and needs, preparation for the Examinatilovary for each of us. Because of this, a
variety of support is available to help candidatetheir preparation.

Preparlng for the Accreditation Examination

www.praccreditation.org

Frequently Asked Questions

Candidate’s Checklist

A Candidate’s Preparation Guide

10 Suggested Textbooks

Online Study Course

Local and Regional Workshops

Local Chapter Mentoring/Coaching
A wealth of resources are available to help youdd#ewhether to pursue Accreditation, and then
to help you prepare. To begin, log omtew.praccreditation.orfor answers to frequently asked
guestions, an eligibility application, a short beb&lf of textbooks and a candidate’s preparation
guide. You may prefer a more self-directed proeggsin that case, the Online Study Course
might be beneficial for you. If you prefer to leama group setting, contact our Chapter
Accreditation chair (NAME) and discuss what classed study groups are available locally.
Resources are available through Kathy Mulvihil, 3 Rmanager of Accreditation. If you
already have your APR, you can still benefit frdra textbooks, workshops and other
preparatory materials available. In many caseswtiréshops are attended by current APRs who
wish to sharpen their knowledge and by future cdeteis interested in a more long-term study
approach.

How to Begin

If you'd like to learn more about how to achievecfeditation, you can start by logging onto
www.praccreditation.orgOnce there, you'll be able to apply for eligibiland review the
Frequently Asked Questions. After that, your twam@ontacts will be [INSERT NAME], our
Chapter Accreditation chair, and Kathy Mulvihilhet PRSA Accreditation manager.

Accreditation Investment

Public Relations Accreditation is an educationaleavor and thus requires an investment of
both time and money. In many cases, the costs mayjbplemented or covered entirely by your
employer. For independent practitioners, Accretitais a tax-deductible professional
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development activity. Regardless of its value tonftmancial bottom line, consider its value to
you personally and its effect on your marketahilfpu heard from other Accredited members
of our Chapter today. The decision is yours. Ik lto open up the floor to questions at this time.
Two options: $385 up front or two payments of $2@6h (includes $25 application fee)
$110 rebate to PRSA members
Optional:
¢ Online Candidate’s Preparation Guide $25
» Selected Texts (costs vary)
* Online Study Course $195 (PRSA members)
* Local/Regional Workshops (costs vary)

Q&A

Speaker should be prepared to answer questions gi@UAB, its participating organizations,
recent numbers of those who have taken the Exammmand the pass rate (available from Kathy
Mulvihill at PRSA National), Maintenance of Accréation, and the local Chapter Accreditation
program.
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Notes:
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What is Accreditation?

A recognized standard of
knowledge, skills and abilities for
the public relations industry.

America

Notes:
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Accreditation:
A Brief History

Introduced in 1965 by PRSA.

At one time, up to 35% of PRSA members were
Accredited.

Today, closer to 22% are Accredited.

Exam process was not tailored for today’s
professional.

Universal Accreditation Board (UAB) formed in 1998
to re-engineer the Examination.

eeeee

Notes:
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What Does Accreditation
Accomplish?

Emphasizes the science of Public Relations.
Legitimizes and lends credibility.
Standardizes our knowledge.

Holds practitioners accountable.

America

Notes:
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How Does Accreditation
Benefit the Individual?

Enhances reputation.
Increases industry knowledge.
Enhances self-esteem.

Increases value and marketability to
clients/employers/media.

Accredited professionals earn nearly 20% more than

non-Accredited professionals, according to PR Week
2005 survey.

Notes:
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How Does Accreditation
Benefit the Chapter/Society?

Raises the industry standard.
Creates a source of pride.
Challenges and motivates junior members.

Offers upper-level, seasoned APRs the
opportunity to engage in mentoring and
teaching roles.

America

Notes:
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Why Aren’t More PRSA

Members Accredited?
Currently 21% of PRSA members are
Accredited.

Approximately 50% are eligible.
Lack of time is an issue.
So is perceived lack of value.

America

Notes:
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What's New About the
Accreditation Process?

Examination — Computer-delivered and
scored, 100% multiple-choice, three-hour,
forty-five minute examination, scheduled at
the candidate’s convenience.

Readiness Review Panel — Candidates’
readiness to take examination is evaluated
by local APRs.

Examination results within weeks.

Notes:
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What is the focus of the
Examination?

30% Research, planning, implementation, evaluation
15% Ethics and law

15% Communication models and theories

10% Business literacy

10% Management skills and issues

10% Crisis communication management

5% Media relations

2% Information technology

2% History/current issues in public relations

1% Advanced communication skills

Relations

Society of
America

Notes:
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Preparing for the
Accreditation Examination

www.praccreditation.org
Frequently Asked Questions
Candidate’s Checklist

A Candidate’s Preparation Guide
10 Suggested Textbooks

Online Study Course

Local and Regional Workshops
Local Chapter Mentoring/Coaching

eeeee

Notes:
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How To Begin

Apply for eligibility/review FAQs
at www.praccreditation.org.
Contact your local Chapter
Accreditation chair.

Contact Kathy Mulvihill, PRSA
Accreditation manager

America

Notes:
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Accreditation Investment

Two options: $385 up front or two payments
of $205 each (includes $25 application fee)

$110 rebate to PRSA members
Optional:
*Online Candidate’s Preparation Guide $25
*Selected Texts (costs vary)
*Online Study Course $195 (PRSA members)
sLocal/Regional Workshops (costs vary)

Notes:
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Q&A

America

This presentation is available in PowerPoint format Please contact
the Accreditation department at PRSA, 212-460-1436r
accred@prsa.org.
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The PRSA Palm Beach and Gulfstream Chapters
present

An Introduction to
The Examination for Accreditation in Public Relai®

Have you been thinking about taking the APR Exation& Are you
interested in learning more about the process amdldecoming
Accredited can help you achieve your professiooalgf” Then join us:

DAY, DATE
TIME

LOCATION
ADDRESS
ROOM

Directions: OPTIONAL. MIGHT WANT TO INCLUDE BRIEF
DIRECTIONS IF LOCATION IS NOT WELL KNOWN

There is no charge for the course.

For more information and to RSVP,
please contact [INSERT NAME]
TELEPHONE, or via e-mail at

[INSERT E-MAIL ADDRESS]
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Public Relations Society of America
Professional Accreditation Q&A

|. What is Accreditation?
[I. Brief History of Accreditation
lll. Reasons to Become Accredited
IV. Why Aren’'t More Members Accredited?
V. About the Accreditation Process
VI. Focus of the Computer-Based Examination

VII. Suggestions for Preparing

Additional handouts: FAQs, copy of short bookshedixpanded list of competencies

VIIl. How To Begin
IX. Requirements/Investment/Preparation

X. Q&A
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Give yourself
the Accreditation Advantage

You, APR

Presenter
Organization
Date

Notes:
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itation acvantage...

Notes:
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Notes:
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What are we
going to talk about?

96% of
Accredited
professionals

find the APR
credential
valuable

Notes:
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93% of Accredited
professionals
agree the

Examination
covers the KSAs
needed to
succeed.

Notes:
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Accredited
professionals find
the process

establishes the
practice as
strategic (93%)
and ethical (91%).

Notes:
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Notes:
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Taxring
Accreditation personally

94% of those
Accredited
would become
Accredited

again.

96% would
recommend it to
a colleague.

Notes:
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ltaition resources

Notes:
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This PowerPoint document is also available on the @b site at
http://www.praccreditation.org/become_an_apr/presetation.pdf
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Candidates Frequently Asked Questions
Here are the answers to the most-asked questiang tite Examination for Accreditation in
Public Relations that candidates may ask:

What is the Examination for Accreditation in PuliRelations like?

The Examination for Accreditation in Public Relaisoconsists of a Readiness Review to help
you determine your readiness for the computer-bEsadhination, and the multiple-choice
Examination.

The Readiness Review is conducted by a panel e tAccredited professionals. Through an in-
person portfolio review and question-and-answesisasthe Readiness Review panel helps you
determine your areas of weakness and identify 8peceas of the public relations body of
knowledge in which you should focus further studgndidates cannot take the computer-based
Examination until they have advanced from the Rezs Review. The Universal Accreditation
Board (UAB), all volunteers and fellow study parsare all bound to confidentiality about your
participation in process as a candidate.

The computer-based portion of the Examination focr&ditation in Public Relations is three
hours, forty-five minutes long and is in a multhgleoice format. It tests what public relations
professionals do in the 21st century, maintaingh level of quality, is credible and relevant to
today’s practitioner and employs current best jicastin professional certification testing.

You can take the computer-based Examination at goavenience at more than 300 Prometric
Testing Centers in the United States, Canada aadd’Rico. Strict confidentiality procedures
are enforced, and feedback and results are avaidpbtkly.

How does the Examination test what public relatiprifessionals do today?

In developing the Examination, the Universal Acaiatbn Board used a complex, multi-year
scientific process to ensure that the Examinatieasures the appropriate knowledge, skills and
abilities public relations professionals must htoaay. Following the Professional Practice
Analysis in 2000, the UAB recruited subject-mateperts to review the data from the practice
analysis and organize it into more refined catexgofor the public relations profession. As a
result, the UAB identified a final list of 60 contpacies or knowledge, skills and abilities
(KSASs) that a public relations professional mustgess to perform his or her work effectively.
The content of the Examination is reviewed annuallgnsure that it continues to reflect the
current professional practice of public relations.

Not every public relations practitioner does thengathing on the job. How does the
Examination account for that?

UAB recognized that not all 60 competencies/KSAstigbute equally to effective job
performance. It was important to determine diffeesnin the frequency, criticality and
importance of the competencies to job performana@der to develop an accurate certification
examination. This was accomplished with the Pracdhnalysis and an additional survey of
subject-matter experts. The Examination tests coenpees that the experts say are required in
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the five-to-seven-year range. Following are theddas of professional practice the Examination
covers:

Research, planning, implementing and evaluatingnaros - 30 percent

Ethics and law - 15 percent

Communication models and theories - 15 percent

Business literacy - 10 percent

Management skills and issues - 10 percent

Crisis communication management - 10 percent

Media relations - 5 percent

History of and current issues in public relatiorispercent

Using information technology efficiently - 2 per¢en

Advanced communication skills - 1 percent

What happens after | apply to take the Examination?

Once your eligibility is confirmed by UAB, you magquest a Readiness Review from your
local Accreditation chair. You may prepare for yReadiness Review whenever you want —
you can start today — by downloading Beadiness Review Questionnaard instructions for
preparing your portfolio. Start your preparatioreasly as possible by downloading the detailed
list of Competencies/Knowledge Skills and Abilitieasd other information from
www.praccreditation.org Once a local Accreditation chair has schedutad yReadiness
Review, you must submit the completed ReadinesseRReQuestionnaire to your Accreditation
chair no fewer than 15 business days before ydhedided review. Participating organizations
may be able to schedule Readiness Reviews atefhtféimes, so work closely with your local
Accreditation chair to be sure your intended scheediorks with your local organization’s.

How can | prepare for the Examination?

Many resources are availablevatw.praccreditation.orgContact your local Accreditation chair
to learn more about how to prepare and what le@saurces, such as preparation courses, are
available. An online, self-study course also isilatée for an additional fee.

What is the Readiness Review like?

The Readiness Review is a one- to two-hour intenard portfolio review conducted by a panel
of three Accredited professionals. The ReadinesseRepanel helps you determine your areas
of strength and weakness and identify specificsaoéahe body of knowledge in which you
should focus further study. Candidates cannot tiakeomputer-based Examination until they
have been Advanced from the Readiness Review. Tingetsal Accreditation Board, all
volunteers and fellow study partners are bounatdidentiality about the participation of
candidates.

How will I know if the Readiness Review panel lm®mmended my advancement to the
computer-based Examination?

You will be notified of the Readiness Review paseécommendation to Advance or to Not
Advance by the UAB within two to four weeks.
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What if | am Not Advanced after the Readiness Révie

Go back and study the areas that you and your ResglReview panel agreed are areas where
you need strength. Review the tips for preparimghe Readiness Review and continue to study
for the computer-based Examination as you prepareduest another Readiness Review. You
must wait at least 90 days after your first Reashbrieeview to schedule another.

How do | schedule an appointment for the compugeseld Examination?

Once you are notified by UAB that your Readinesgi®e panel has Advanced you to the
computer-based Examination, you will be asked tofete payment of any outstanding fees to
UAB. You will then receive a special ID number tlyati will use to schedule your appointment
at one of more than 300 Prometric Testing Cenkemighout the United States, Canada and
Puerto Rico.

What happens if | fail the computer-based Examaméti
You may retake the Examination at any time. You meéled to notify UAB at 212-460-1436 and
pay the Examination fee to get another authorinatiatake the Examination.
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Web Links

The “Become an APR” section efww.praccreditation.or@pas a great deal of information for
candidates who express an interest in Accreditation

Completing Paperwork

Following is a list of materials that candidatesdhé complete and submit:

- Examination for Accreditation in Public Relationp@ication — available on the Web
site under “Become an APR” section,
http://www.praccreditation.org/become_an_apr/apgpions.asp
Candidate Readiness Review Written Submission mitéd at least 15 business days
before meeting with panelists,
http://www.praccreditation.org/lbecome_an_apr/caaididsubmission_form.asp
Candidate Readiness Review Portfolio Presentatimrepared by candidate and given to
panelists on day of meeting, http://www.praccreditaorg/readiness/rrcaninst.pdf

Accreditation Chair’'s Checklist

Confirmation from Universal Accreditation Board
Sample of the letter/e-mail that is sent to caneisldccreditation chairs
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Accreditation Candidate’s Checklist

TO DO:

Apply for Eligibility . Log ontohttp://www.praccreditation.org/become_an_agd
click on the Applications subhead. Complete thenfand remit payment ($110 will be
rebated to PRSA members upon completion.)

You will be informed by the Universal Accreditati@oard (UAB) of your eligibility.

Select and Purchase Book#Available on Amazon.com and other online sites.
http://www.prsa.org/ resources/bookstore/index.html

Prepare. Access Local Chapter Preparatory Workshops a@itine Study Course
available for $195 dittp://www.praccreditation.org/become_an_apr/resesiasp

Complete the Candidate Readiness Review Written Satission Form at
http://www.praccreditation.org/become_an_apr/caaiddsubmission_form.asp

Assemble your Work Portfolio which you will take to the Readiness Review and
present to APR panelists. Instructions at
http://www.praccreditation.org/readiness/rrcaniuit.

Request a Readiness Reviefkom local Chapter Accreditation chair who willreene
panelists and confirm a date with candidate. (Awpproval from UAB.)

15 days before Readiness Revigewandidate must submit 4 completed copies of the
Readiness Review Written Submission Form to localr@ditation chair.

Attend your Readiness Revievand present your Written Submission Form and
portfolio to panelists. (Panelists will submit Adwa or Not Advance recommendation to
PRSA National, UAB administrator.)

Receive Notification from UAB of Advance or Not Advance. In the event of Advance
you will proceed to testing. In the event of Notvadce, ask Readiness Review panelists
for recommendations on further preparation.

Register for your Examonline atwww.prometric.com

Attend Scheduled Examinationat your local Prometric Testing Center. Take with a
photo ID and make sure the name matches the namegstered under with PRSA
National. Note: The results of your exam will bailed within 2-4 weeks.
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UAB Confirmation Letter

DATE

CANDIDATE NAME
ADDRESS

Dear

Congratulations on your first step toward beconiegredited in Public Relations. On behalf of
the Universal Accreditation Board, | am pleasedduise you that your application to take the
Examination for Accreditation in Public Relatiorsshbeen approved/our personal

candidate ID # is [INSERT ID]. Please keep this number handy; you may be asketat
various stages of the Accreditation process soviieatan better track your progress through the
program.

The next step is to contact your Accreditation chEhis is extremely important because the
Accreditation chair is responsible for many acigstlocally, including coordinating the
Readiness Review and assisting you in studyingh#iExamination.

You have until [INSERT DATE] to complete the required Readiness Review process and
take the computer-based Examination.Once you are advanced from the Readiness Review
process, you will receive an “Authorization to Tdstter that gives specific instructions on how
to make your appointment to sit for the computeseoaExamination with the Prometric testing
center you select.

As you prepare for the written portion of the exaation, please pay close attention to the
resources available to you on the Accreditation siedawww.praccreditation.orgYou will find

a great deal of information on the site that walghyou identify areas of study, including
Examination Preparation Sources. Please notedmalidateslo notneed to purchase or read all
of the books on this listHowever, every candidate ssronglyencouraged to prepare for this
Examination and for a successful career in puleliations by becoming familiar withll areas

of the body of knowledge. Your Accreditation chean provide additional direction as you
prepare for the Examination.

If have any questions, please contact me by pho(g12a) 460-1436 or by e-mail at
kathy.mulvihill@prsa.org We welcome your interest in the ExaminationAccreditation in
Public Relations.

Sincerely,
Kathy Mulvihill
Manager, Universal Accreditation Program

c: Accreditation chair(s)
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Introduction to Examination process
Two parts:
Readiness Review
Computer-based Examination

Preparation
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The Examination for Accreditation in Public Relaisois delivered in two parts: the Readiness
Review and the computer-based Examination. Ch@mereditation chairs should serve as a
resource and counselor to the Examination candidAfiger applying and qualifying to take the
Examination, candidates will want to proceed thiotlge process quickly. The payment
schedule also provides incentives to complete thegss within a limited amount of time.

Your job is to insure that candidates also hav@aath and positive exam experience. You
should reinforce the message that preparatiorgisned for both parts of the Examination.
Candidates should approach the preparation of Readiness Review Questionnaire and
Portfolio as a significant effort that truly refteaheir professionalism and the quality of their
achievements.

Similarly, while it is not required that candidapasrchase or use any of the recommended
reference materials and/or participate in one eftfany (live or Web-based) review programs,
all have been identified as having value in thegration process. If at all possible, you should
plan to offer a preparation program for your Chaptea regular basis. If your Chapter is
geographically dispersed and travel for study fisadilt, self-study, the APR Online Study
Course or e-mail conversations involving suggestedings, provide good alternatives.
Ultimately, candidates will benefit commensuratéwiheir level of preparation. It is rare that
any of us would intuitively know the entire Exantioa content without review.
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The Readiness Review Process

What's Involved

What a Candidate Must Do

Readiness Review: Frequently Asked Questions

16 Competency/KSA Areas Tested: What the ReadiResgew Panel Will
Evaluate

Readiness Review Candidates’ Written SubmissiomFor

Readiness Review Portfolio Preparation: Instrucifom Candidates
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The Readiness Review Process

The Readiness Review marks the beginning of theggoto earn Accreditation in Public
Relations. It is a gateway to the computer-basetiqn of the Examination and will give you
the opportunity to meet with a local panel of thheeredited professionals who will help assess
your readiness to succeed in the computer-baseahiBaton.

What's Involved?

The Readiness Review includes a written submidsyarandidates, a portfolio review, and a
dialogue between candidates and the three membtrs Beadiness Review panel. Ultimately,
each candidate will be scored by his or her ReadiReview panel on about 16 specific KSAs
and be authorized to Advance or Not Advance tactmputer-based portion of the
Examination. The Readiness Review panel also woNide specific guidance and direction to
candidates about additional steps needed to prépattee computer-based portion of the
Examination. These sessions will be one-to-twasiauduration.

The intent and purpose of the Readiness Reviettoistetermine whether or not each candidate
for the Examination for Accreditation in Public Rebns is sufficiently prepared to be a viable
candidate for the computer-based portion of thenkimation and to help each candidate
determine an appropriate course of study to prefparthe computer-based Examination. The
intended result of the Readiness Review is that eandidate will earn an Advance or Not
Advance assessment that will recommend the UnivAaeditation Board (UAB) either
accept or decline the candidate’s request for aslarigo the computer-based portion of the
Examination at this time.”

An Advance decision represents a recommendatitimet®)AB to accept the candidate’s request
for admission to the computer-based portion offkamination. A Not Advance decision
represents a recommendation to the UAB to dedfiseeandidate’s request for admission to the
computer-based portion of the Examination at ihi®t Candidates who do not earn an
Advance assessment may apply for another Read@ssw 90 days from the date of their
previous Readiness Review. There is no limit eorthmber of times candidates may submit to
the Readiness Review process. If candidates dearatan Advance assessment after two
successive Readiness Reviews, they can appea tdAB. Details are available through the
Accreditation program office at PRSA headquartsidification to Advance/Not Advance will

be provided by the UAB.

The Readiness Review is not an adversarial proegetiis not “just like a job interview.” It is
an opportunity for you to demonstrate your knowkedgd experience to three Accredited
professionals and to receive focused feedbackoltigles you with an opportunity to
demonstrate your competence with the “softer” skiflquired of successful public relations
practitioners that cannot effectively be testethencomputer-based Examination environment.
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Readiness Review panelists will serve as both jsidgel mentors. As judges, they will
determine the Advance/Not Advance component optbeess. As mentors, they will help
candidates — whether they advance or do not advartbe written stage as a result of a given
Readiness Review — to plan a course of study togpesfor the computer-based Examination.
Please see FAQs about the Readiness Review.

The Readiness Review panel will look for a balasfcgeneral knowledge and experience in the
profession and an understanding of the settinghiichvcandidates practice the profession.

The Readiness Review panel will be responsibleVatuating candidates’ readiness in 16
specific areas of competence that cannot effegtiveljudged in the computer-based
Examination environment:

Creative conceptualization/creativity: Uses imagjion to develop new insights into or
responses to a public relations issue. Developsvative solutions to the issue or
problems posed. Devises new methods/processespisagkisting ones when the
standard methods and processes are not applicable.

Initiative: Displays courage in suggesting newasland justifying them to
clients/employers.

Interpersonal skills: Relates empathetically tceoindividuals in order to understand
their concerns or needs. Influences another’s mece behavior. Displays confidence
when interacting with others.

Management skills: Develops expertise in plannarganizing, budgeting,
communicating, coordinating, scheduling, monitoyiagd evaluating.

Client/Employer/Organizational focus: Holds serviceand interest in their employer or
cause as a top priority. Considers long-term clie®ds as well as short-term demands.
Makes and delivers on commitments to clients.

Multi-tasking: Effectively and efficiently managasmerous projects and responsibilities
simultaneously. Applies prioritization and trackegress toward completion of tasks.

Flexibility: Responds to the changing businessiadoand cultural landscape.

Teaches others: Identifies learning needs of Stafaches others on how to perform
tasks. Serves as a mentor. Leads by example.

Time management: Prioritizes and sequences taskeéb goals and deadlines.

Uses multiple delivery mechanisms: Uses advertjsiirgct mail, Web and other
delivery mechanisms and promotional tools effetyive
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Control analysis: For selected media, determines thlb owners are, their aims, their
political allegiances, their influence on the caonitend editorial policies, and their legal
constraints.

Communication skills/Speaking: Demonstrates lodilcaiking when describing client
issues and framing approaches to solving publatioes problems.

Communication skills/Interviewing: Asks relevantsightful, and probing questions
while interacting with employers/clients and targetliences (priority publics).

Communication skills/Writing and Editing: Commurtiea relevant information
(including technical material) in a concise, orgawi fashion. Writes content that is
factual and grammatically accurate, and at a regewel that is appropriate to the target
audience. Authors persuasive communication matenadublic relations programs.
Demonstrates the ability to examine and alter aioh@nt and correct for format,
organization, completeness, factual accuracy, siytee, and grammar.

Communication skills/Listening: Receives, interprefterifies, and responds to verbal and
non-verbal messages and other cues in the corfteként, teammate, and audience
concerns.

Presentation skills: Uses visual aids (chartseslitransparencies, etc.) effectively.
Maintains eye contact with audience. Uses apprtpl@guage, gestures, tone of voice,
and volume to convey information.

Visit the UAB Web sitewww.praccreditation.orgfor more detailed Readiness Review
preparation guidelines.

What a Candidate Must Do

Download the Readiness Review Questionnaire angletenit at his or her own discretion.
When the candidate is ready to proceed to thesiept request a Readiness Review. The local
Chapter or organizational Accreditation chair whin contact you to schedule your Readiness
Review.

At least 15 business days prior to the scheduleéwe the candidate must submit four copies of
the completed three-part questionnaire to your IBeadiness Review panel chair and prepare a
portfolio presentation. The three Accredited pssfenals who will serve as Readiness Review
panelists will review the candidate Questionnairender to prepare questions they may have
about the candidate’s submission. During your Rezs$i Review, they will ask questions about
each of the three sections the candidate submitext, the candidate will present his/her
portfolio. Finally, the candidate will discuss isf preparation and review plans for the
computer-based portion of the Examination and bectid to specific resources to help prepare.
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Readiness Review: Frequently Asked Questions

What is Readiness Review?

A Readiness Review session is conducted priord@timputer-based portion of the
Examination for Accreditation in Public Relatiofi$is process replaces what has been known
as the oral Examination. Scheduled to last betweenand two hours, the Readiness Review
includes the submission of answers to a seriedwdrece questions about the candidate’s
professional experience, a portfolio review aneéeaiended discussion between the three
panelists and the candidate. Information gainewh fieese three key steps of the process will
help the panelists assess the candidate’s readmésse the Examination.

A three-person local Readiness Review panel widlcbocandidates to determine their areas of
weakness and help identify specific areas of thoy lmb knowledge in which candidates should
focus further study. These three Accredited prodesds will provide candidates with a specific
set of textbook references related to these a@asdidates may not take the computer-based
Examination until they successfully advance pastRbadiness Review process.

How does Readiness Review differ from the old@tamination component of the Examination
for Accreditation in Public Relations?

The Readiness Review process is the first stelpeiptocess of earning Accreditation, whereas
the oral examination formerly was the final steplike the oral examination, which served as a
checkpoint prior to the granting of Accreditatidime Readiness Review is designed to help
determine how well prepared candidates are fongaltie Examination and to provide an
additional means of mentoring candidates as thpyoagh the Examination. The new process is
designed to allow close integration into existiagdidate support mechanisms provided by local
public relations organizations affiliated with tbaiversal Accreditation Board.

Who conducts the Readiness Review?

A Readiness Review panel consists of three prafeats who are Accredited in Public Relations
by the Universal Accreditation Board. These aral@cofessionals who are committed to
Accreditation, to the process of granting Accreithtaand to candidates pursuing the process.
Readiness Review panels follow detailed processgépeocedures to assure the highest possible
levels of support and consistency for all Accrewtacandidates.

What role do candidates play in the Readiness Révie

Candidates are expected to have considered fdly thedentials, experience and commitment
to Accreditation in embarking on this process andémonstrate personal leadership throughout
the Readiness Review process. Candidates are edgecsupply thoughtful responses to the
Readiness Review Questionnaire and to make sageptations of their capabilities through a
portfolio presentation that summarizes their knalgkeand experience.

What goes into the portfolio that will be presenitedReadiness Review?

Ideally, a portfolio should include evidence of gmral knowledge and experience in all aspects
of a comprehensive public relations/communicatimagyram, from pre-program research
through post-implementation evaluation. In casesrelndividuals other than the candidate
performed key functions within the program or caigpdeing presented, the candidate should
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be fully prepared to summarize those elementswkat conducted by others. If candidates have
no first-hand knowledge of one or more of the eletm@erformed by others — due to being a
latecomer to the project, for example — they shbalgrepared to identify the types of
procedures performed that would result in a comgmsive, objective public relations program.

Where will Readiness Reviews be held?
Readiness Reviews will be conducted at a locatiatually convenient to the three panelists and
the candidates involved in the process.

Who is responsible for managing the Readiness Rgwiecess?
Readiness Review panels are recruited and prepgréek local Accreditation chair.

Should the local Accreditation chair be involvedhe Readiness Review process?

In local organizations with a limited number of Aedited professionals and/or a large number
of candidates being reviewed, the Accreditatioriraimay opt to serve also as a Readiness
Review panelist.

How does the Readiness Review connect with theuterdpased portion of the Examination?
Candidates successfully demonstrating competenityeid 6 different criteria being evaluated
during the Readiness Review are viewed as gendralliyng the essential competencies required
to pass the computer-based Examination. While aoaguy is expressed or implied, the
Readiness Review process has been designed to mexdandidates’ potential for success.

How do | prepare for Readiness Review?

Candidates should review the preparation guidgéoeral insight into the Readiness Review
process. Then, candidates should download and amassezies of Readiness Review questions
that provide an overview of the candidate to thadReess Review panel. The Guide to
Preparing Your Portfolio supplies recommendatiardiiilding the content for the panel’s
review.

Do Readiness Review candidates need to acquirdacaime familiar with all 10 core textbooks
included on the short bookshelf?

No. Candidates are not obligated to read any afdhe books recommended on the bookshelf.
These are resources that have been identified bsedited professionals as valuable to the
preparation process.

Are the ten books listed on the short bookshelbttig resources to be used in preparing for the
Readiness Review?

No. Local Accreditation chairs and Readiness Repanels can recommend other resources
that will assist in gaining further knowledge iresglty areas of the practice of public relations.
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Does the Readiness Review panel grant or deny datedi permission to take the computer-
based Examination?

No. The panel will review candidate’ Readiness Bevsessions and support materials and
determine their readiness using a standardizeof seiteria. If candidates score a minimum of
32 points and score at least 1 point (on a ran@e3points) in each of the 16 criteria, the panel
will recommend to the Universal Accreditation Bo#ndt candidates be Advanced to take the
computer-based Examination. If candidates do ragtive a recommendation to Advance to the
computer-based Examination, the panel will reconureeas in which candidates can
strengthen their knowledge or understanding in gnagon for resubmission for Readiness
Review. Whether candidates are Advanced or Not Aded to the computer-based
Examination, the panelists will serve as mentolisWong readiness assessment activities to
assist candidates in further preparation.

Is Readiness Review “graded” on the quality of phesentation made?

While speaking and presentation skills are twdef16 criteria that Readiness Review seeks to
identify in candidates, these two criteria areweighed any more than the other 14 criteria
being sought in the process. Candidates must haggan minimum level of competency in all
16 criteria to advance through Readiness Reviewbarapproved to take the computer-based
Examination for Accreditation in Public Relations.

How are Readiness Review candidates scored?

To be Advanced, candidates must earn a total @io@#s across the 16 criteria examined in this
process, based on a scoring range of 0 througlindspén assessment of “0” indicates that
candidates were unable to demonstrate any skitldmated area, “1” reflects a very weak
demonstration of skill, “2” shows acceptable skilthe rated area and “3” demonstrates
exceptional skill in the rated area. Additionattgndidates receiving a score of “0” in any
category cannot be recommended for advancemehé tcomputer-based Examination.

How will | learn whether or not | have Advancedahgh the Readiness Review stage of the
process?

The Readiness Review panel will report its reconuhaéon to the UAB. Candidates will receive
communication from the Board within two to four Wweereporting the outcome of the
Readiness Review.

How often can candidates submit to the Readinege®erocess?

Candidates may submit as many times as are needkshtonstrate their readiness for the
Examination. If candidates are not recommendeddoancement to the computer-based
Examination, they must wait ninety (90) days frdra tate of the initial Readiness Review
session to submit a request for a subsequent ResadiReview.

If candidates need to repeat the Readiness Revievess, will they sit before the same
panelists?

To the fullest extent possible, a different gro@ip\ocredited professionals will be compiled for
a second or subsequent Readiness Review.
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Is there an appeal process, if candidates disagrnge the results of the Readiness Review?

If candidates are not deemed ready to be Advantteetoomputer-based Examination after two
separate Readiness Review sessions, candidatezqueast an appeal of the decision from the
UAB.

16 Competency/KSA Areas Tested:

What the Readiness Review Panel Will Evaluate

The Readiness Review panel will look for a balapfcgeneral knowledge and experience in the
profession and an understanding of the settinghichvcandidates practice the profession. The
Readiness Review panel will be responsible forwatalg candidate’s readiness in 16 specific
areas of competence that cannot effectively begddlg the computer-based Examination
environment:

Creative conceptualization/creativity

Uses imagination to develop new insights into spamses to a public relations issue. Develops
innovative solutions to the issue or problems poBewvises new methods/processes or adapts
existing ones when the standard methods and pexass not applicable.

Initiative
Displays courage in suggesting new ideas and yusgithem to clients/employers.

Interpersonal skills
Relates empathetically to other individuals in orteunderstand their concerns or needs.
Influences another’s decision or behavior. Displaysfidence when interacting with others.

Management skills
Develops expertise in planning, organizing, budggtcommunicating, coordinating,
scheduling, monitoring, and evaluating.

Client/Employer/Organizational focus
Holds service to and interest in their employecause as a top priority. Considers long-term
client needs as well as short-term demands. Makesl@livers on commitments to clients.

Multi-tasking
Effectively and efficiently manages numerous prigemnd responsibilities simultaneously.
Applies prioritization and tracks progress towaothpletion of tasks.

Flexibility
Responds to the changing business, social, angraulandscape.

Teaches others
Identifies learning needs of staff. Coaches otbareow to perform tasks. Serves as a mentor.
Leads by example.
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Time management
Prioritizes and sequences tasks to meet goalseaulides.

Uses multiple delivery mechanisms
Uses advertising, direct mail, Web and other dejiveechanisms and promotional tools
effectively.

Control analysis
For selected media, determines who the ownerglaie,aims, their political allegiances, their
influence on the content and editorial policieg] #meir legal constraints.

Communication skills/Speaking
Demonstrates logical thinking when describing dliseues and framing approaches to solving
public relations problems.

Communication skills/Interviewing
Asks relevant, insightful, and probing questionslevimteracting with employers/clients and
target audiences (priority publics).

Communication skills/Writing and Editing

Communicates relevant information (including teclahimaterial) in a concise, organized
fashion. Writes content that is factual and grancally accurate, and at a reading level that is
appropriate to the target audience. Authors persei@@mmunication material for public
relations programs. Demonstrates the ability torera and alter a document and correct for
format, organization, completeness, factual acgiiistgle, tone, and grammar.

Communication skills/Listening
Receives, interprets, verifies, and responds tbaleand non-verbal messages and other cues in
the context of client, teammate, and audience cosce

Presentation skills
Uses visual aids (charts, slides, transparendie3,affectively. Maintains eye contact with
audience. Uses appropriate language, gesturesotaaéce, and volume to convey information.

Readiness Review Candidates’ Written Submission Faor

Instructions

This document is available atvw.praccreditation.org Complete and submit four printed
copies of your typewritten responses to the questan this form no fewer than 15 business
days prior to your scheduled Readiness Review. Jisnission should be routed to your local
or organizational Accreditation chair.

Section One: Your Organization and Your Role
This section asks for your response to questionatafmur current employment in public
relations, be it corporate, non-profit, agency @ademic. Answer all questions completely and
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succinctly. There are no right or wrong answerdlig section, only truthful and accurate
statements.

1. Describe how your public relations firm, depagtrhor other operation is organized.
Describe the reporting structure, personnel andélyaelevant roles of each person.

2. Given the current economic climate and presecigksituations, what is/are the major
problem(s)/opportunity(-ies) facing your departméinn or other public relations
operation at this time? What about in the nextdhoefive years? Pick and briefly
articulate the most significant solution or apptogou would recommend to address this
opportunity or challenge.

3. Describe the changes, if any, you believe aeele@ in the structure/function of your
public relations firm, department or operation.

4. Describe the steps you would recommend to implerthese changes.

5. If you were starting a public relations depamimacademic department or public
relations firm today (or starting over again in youganization, institution or firm), what
would be your top three concerns or consideratiom®ing so and what would you plan
for addressing them?

6. Describe what you do each day to contributestpihg your organization to achieve its

objectives.

In what ways can you improve your productivity?

Provide an example of when and how you haveigeavtraining or mentoring to others,

either as a public relations professional or otirganizational advisor.

9. Describe a situation in which you had to deaksrally with the issue of time
management in completing a major assignment.

o~

Section Two: Your Experience

1. Describe how you planned or participated ingla@ning of a specific public relations
program for your organization or a client. Cleatgte the problem or opportunity the
program was created to address, the researchbgbetive(s) of the program and all of
the other components of a complete public relatmas. Include specific information to
describe your role. If you have never written ortiggpated in the development of a
formal public relations plan, develop a programgome organization in which you are
or have been involved. Please be sure that thetipdryou are describing here is
included in the portfolio presentation you makéh®e Readiness Review panel.

2. Describe the research you conducted to devamplan described in the first question in
this section. If no research was conducted, expldiy not. In specific terms, how did
the research guide the development of the plan?

3. Describe how you obtained or participated iraotihg approval for the plan described in
the first question in this section.

4. Describe in detail the process you used to etaline outcome of the program described
in the first question in this section. Describe dliécomes. (Do not attach work product
samples; however, you should include them in yautfplio review.)

5. Describe how you would, if given unlimited resmes and authority, improve the process
by which public relations programs in your orgatizma are developed, approved and
measured.
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Section Three: Your Assessment of Your Readinessrfthe Written Portion of the
Examination

1. Why have you chosen to become Accredited atithis?

2. Describe what you have done and what you plaotim prepare for the computer-based
portion of the examination.

3. Describe your strengths and weaknesses in @frgeur experience and Examination
preparation in each of the major areas of the Exatiun listed below. (For an expanded
list click here)

History of and current issues in public relations

Management skills and issues

Business literacy

Crisis communication management

Ethics and law

Using information technology

Communication models and theories

Media relations

Research, planning, implementing and evaluatingnconication programs
Advanced communication skills

Readiness Review Portfolio Preparation
Instructions for Candidates

Overview

The Readiness Review aspect of the ExaminatioAdoreditation in Public Relations is the
point-of-entry for Accreditation candidates, sejtthe tone for the process and helping ensure
you are sufficiently experienced and as fully pregeas possible for the Examination. The
portfolio that you prepare and present is tang#vielence of your readiness for the examination
process. It should both complement and suppleméortnnation you provide in your pre-session
guestionnaire responses and in the answers thajiyeuo the panelist questions during their
meeting with you.

Preparing to Assemble Your Portfolio

This handout is designed to provide general dimacind guidelines for preparation of your
portfolio. However, the materials and informaticmuypresent are as individualized as you are,
serving as a reflection of the composite experigrmcehave amassed over your professional
career. Within the ultimate boundaries of bestfiras in public relations, your portfolio
presentation should be a personalized extensigawoflife’s work experience. As traditionally
has been the case, local Accreditation chair aner@ccredited professionals are available to
provide guidance, advice and counsel as you readyportfolio.

The structured review programs, materials and a#sources supplied by Accreditation chairs,
committees and others that you use in preparingdtr your Readiness Review session and the
actual computer-based Examination will also proddditional perspective to your portfolio
preparation.
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Portfolio Contents

Keep in mind that the portfolio you present shdulhish the fullest possible evidence of your
use of the essentials of public relations plannexgcution and evaluation. Presentation of a vast
collection of tactical tools without demonstratiohnsituation appraisal, program planning and
evaluation will be inadequate evidence of your mgsdf the complete spectrum of the public
relations practice — regardless of the quality quantity of work product shown.

In planning your portfolio, you ideally should idéy one or more campaigns or major programs
in which you were responsible for the full cyclepaiblic relations activities, including:
- An initial statement of the problem or opportunity
Primary and/or secondary research to validate ttblelggm or opportunity and translate it
into a situation appraisal that drives one or nspecific program objectives
Identification of strategies and program elemeatsits directed to targeted audiences
that will accomplish your stated program objectives
Post-program analysis that loops back to the progiajectives and situation appraisal to
demonstrate program effectiveness

A highly comprehensive focus on a single prograsmfinception to completion is preferable to
inclusion of multiple programs with less emphasigtre full cycle of conceptualization,
research, program development, implementation asgsament.

Your Readiness Review panel understands that ygunmichave been directly or solely
involved with all aspects of the program or progsayjau choose to present. However, you
should be prepared to describe activities conduayeather team members that contributed to
the creation of the complete program. If you hawdmowledge of certain aspects of the
program, you should be equally prepared to prosidkear statement of the best practices that
would be appropriate to create a full continuunpr@igramming.

If you have not held a professional position inethcreation, development, implementation and
assessment of one or more campaigns were withiretn of your assigned duties, you may
want to tap extra-curricular organizational actestin which you have provided pro-bono
services as a source of materials for your podfofiour local Accreditation chair may also be
able to offer suggestions for rounding out yourtfodio presentation.

Organizing Your Presentation

Your goal is to relate a story to the panelist®uryprofessional story, told through selected
programs in which you have played a major rolerdyyiour career. Like a case study or other
descriptive tool, the best approach to organizimgy ypresentation is to start at the beginning of
the process and take the panelists through thearog

Pay Attention to the Details

Make sure that all materials that you include argaod order, that these elements adequately
and accurately represent the quality of your warld that you are able to provide a clear
indication of the role you played in the creatidreach item presented. You should be able to
provide the rationale and facts behind the creaifagach element or tactic of each program

About Readiness Review Page 72



presented, and to respond to any questions thaiatelists may ask. The focus of your remarks
should always be on the connection between theezltnibeing presented, the objectives and the
outcomes of the program.

Keep the Presentation Manageable

In a world rich in technological capabilities, ymay be tempted to use an array of presentation
support tools and resources. While the panelistt wasee the full scope of your work, you are
cautioned to carefully choose the scope and s¢gdeesentation items you incorporate. Keep in
mind that you are solely responsible for securimg @perating any equipment needed for your
presentation, and that you have a limited amoutibad to set up any equipment you choose to
use. The more presentation elements you includentbre time is required to shift from item to
item — i.e., spoken word to video to PowerPoiraudio to flip charts, etc. — and these

added transitions could place at risk your abtlitgomplete the presentation in the allotted time.

Additionally, be aware that the Universal Accretita Board has prohibited the use of LCD or
other types of computer projectors in ReadinesseResgessions. As with any presentation to
students, employers, or clients, technical failfrgour presentation support apparatus may
result in your inability to adequately demonstratear readiness to the panel.

Final Rehearsal For Your Presentation

Keep in mind that the entire Readiness Review grssidesigned to last between one and two
hours, so you have between 30 and 60 minutes seprgour portfolio. Like any good
presentation to an employer, client or other augkegou need to be mindful of time, both in
planningandin delivering your portfolio to the Readiness Reviganelists.

Choose your presentation style and be prepareartg it out. Will you accept questions from
the panelists “on the fly,” or do you want to deliwour entire presentation before opening the
floor? It's your call, based on what makes you camiaible and what reflects the approach you
use in making presentations as a part of your psaf@al approach.

On the matter of time, be aware that the panaksisrve the right to limit the amount of time
they will spend reviewing videotapes or other suppwaterials within your presentation. In the
interest of time, you may want to edit any videdenals in order to present the most salient
points of the larger presentation.

Giving the Portfolio Presentation
Like any other presentation, you should take achgabf every opportunity to set yourself up
for success:
Be sure to pace the preparation of your portfodjaiast a backdrop of other professional
and personal responsibilities
Allow yourself plenty of rest in advance of yourdgiiness Review session
Dress is business casual — pick clothing in whimh ok and feel good
Come with adequate time to set up and to mentadlgare for the experience
Be yourself and be comfortable in the experience
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Keep in mind that the members of the ReadinesseReRianel are advocates for you and for
your attainment of Accreditation in Public Relasoifhe individuals chosen for your panel will
lead you through the process and do everythingipes® make the experience productive and
forward-looking. As part of the session, ReadiriRegiew panelists will offer suggestions that
may further assist you in readying for the Examaorat

After the Readiness Review Session

Once the panel has completed its review of youtiness, as evidenced by your responses to the
written questionnaire, information secured fromrypartfolio and your answers to specific
guestions asked during the Readiness Review segss@nrecommendation to Advance or Not
Advance you through Readiness Review will be fodedrto the Universal Accreditation Board.
The UAB will notify you of your status in the praae Note that neither panel members nor local
Accreditation volunteers can provide informationtba outcome of your review. In the event
that the Readiness Review process reveals onermeraneas in which you need additional work
on your portfolio before being advanced to the cotepbased Examination, feedback from the
panelists will be available. This information wplitovide guidance on steps you can take to
strengthen your portfolio as you make adjustmenigur presentation for subsequent review.

Unlike the role of oral examiners in the old Acdtation process, Readiness Review panelists
serve both asvaluatorsof your preparedness for the Examination ar@htorswho can assist
you in the experience. Whether you are Advancabdd=xamination process or given
recommendations for further preparation that messuccessfully completed before you are
Advanced, your Readiness Review panelists areiadditprofessional resources who are
prepared to provide further mentoring to you as iyamve through the Accreditation process.

Questions?

If you have further questions about the process] tke general FAQ on the Readiness Review
process, and speak with the people in your areamaditage the Accreditation program and
those who have successfully completed the ReadRegew. We

wish you the best in your pursuit of the APR creén
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2*
Readiness Review Tips

Readiness Review Participant Training
Portfolio Preparation
Questionnaire Preparation
Recruiting Readiness Review panelists
Gather the names of Chapter members that are Atenle®emember, three Accredited
members review each candid€®anelists must not be related to the applicantetmgloyed
by the same firm or have a client-counselor relagitip. Generally, an hour is sufficient for
each Readiness Review scheduled. Most Chapter# fragiest to schedule the Reviews in
blocks of time — mornings, afternoons, etc. — astidesmch team to review two or three
candidates. It is helpful to have back-up Readifessew panelists, in case a panelist needs
to cancel at the last minute.

Call for Readiness Review
Orientation/Training the panelists

Readiness Review Thank-You Letter

Computer-based Examination
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Candldate Tips for Readiness Review
Don't go it alone. Visit with your local Accredttan chair or a member of the local
Accreditation committee to gain his or her perspeobf the Readiness Review process,
as well as practical recommendations. If you dohawe a local Accreditation chair,
contactkathy.mulvihill@prsa.ordor the name of an Accreditation chair in youraare

Don’t ask anyone to review or edit your written sufision or portfolio. Each candidate
is expected to prepare his or her own Readinese®Reestionnaire and to present a
portfolio that represents his or her own work.

Before you start building your portfolio or answeyiquestions for the Readiness Review
session, go over your resume or curriculum vitaete@sh your memory on the totality

of your public relations experience. You want &doire you select the best
representations of your work for your portfoliohéiting a depth and breadth of practice
commensurate with the standards of Accreditati&eep in mind that you're assembling
materials from your past as support for a presiemahat provides compelling reasons
for the Readiness Review panel to believe you e¥paped for the Examination for
Accreditation in Public Relations.

Review thel6 key criteriabeing assessed through Readiness Review and lieliypen
prepared to articulate to the panelists your peghaess in each of these areas. While the
Readiness Review panel is not likely to ask yolistoyour capabilities and experiences

in each area, this process — conducted early ing@paration for the session — will

assist you in identifying any areas in which yowmaed to strengthen your portfolio or
other submitted materials.

Make sure you are familiar with the overall timiofgthe Readiness Review process as
detailed in the Instructions to Candidates. Keemind that the 20-15-10-day windows
described should be considered the final laps®ptiocess, not the earliest time period
required to start the formal Readiness Review mac&uccessful preparation for
Readiness Review is likely to span a minimum oheig-10 weeks for most candidates.

Remember to balance your emphasis on the presantapect of Readiness Review.
Clearly, presentation skills will be one of thecdfieria assessed by the three Readiness
Review panelists as they determine your prepardtiothe formal examination process,
yet showmanship will not make up for deficiencieyour experience or general
preparation.

Be attentive to the basic quality of the materialgour portfolio and in your responses to
the written questionnaire that you submit to thegba People who both are adequately
experienced and prepared for the Examination res/egcond-nature, the ability to write
grammatically and to produce stylistically correwterials that are free of typographical
errors. Your last-minute review will help ensunattyour work earns a positive
reception from the panelists.
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Pace your preparation for Readiness Review to diboweveral good nights of sleep
prior to the actual review session. Like any oihgyortant meeting, you want to be
sharp and fresh for the review.

Be sure to plan adequately to arrive at your RemdifiReview session with sufficient
time to set up and to become acclimated to youosadings. Since you are not likely to
have a “home-court” advantage, you will want todsee comfortable with the setting.

Enjoy the process. If you've followed the advicel@ounsel of the Accredited
professionals who have coached and mentored yoharelpaid careful attention to the
guality and quantity of materials you supplied ag pf your Readiness Review
submission, you should be equipped with the confideneeded to engage in a pleasant
and rewarding session. Remember that ReadinessviRsvspecifically designed and
intendednotto be an adversarial proceeding. Rather, it €hbealconducted as a
dialogue designed to provide a conducive settinghith you can demonstrate the work
and accomplishments that have brought you forw@assbek this important distinction.

Readiness Review Participant Training
PRSA Accreditation Program

l. Role of Panelists
A. Determine candidate’s level of preparednes&am
B. Mentor
C. Advance or Not Advance
[I. Time Commitment
A. Four to five hours first candidate review (inding training and preparation)
B. Three to four hours per subsequent candidaiewev
C. Time spent on advance review of questionnaieadiess Review, and filling out post-
session report
lll. Review Logistics
A. Accreditation chair will coordinate with candidaand panelists to determine a date and
place
The candidate’s questionnaire will be distriloLite panelists two weeks prior to review
Panelists review candidate’s questionnaire wvaade
Candidate presents portfolio during Readinessdwe
Panelists review candidate for KSAs (knowledddls & abilities) and areas of
competence
Review session should take minimum one hourimax two hours
Panelists fill out a ballot about candidateadiaess (without discussion)
Ballots are tallied and the Readiness Reviewr8am is completed. Accreditation chair
sends to PRSA National.
|. Candidates are notified directly by the Univéisecreditation Board of Advance or Not
Advance
IV. Post-Review
A. If No Advance, panelist(s) may give guidance amehtor Candidate
B. Confidentiality is required
V. Questions For Use During Readiness Review

moow

IO
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Sample Readiness Review Questions

Myra Senninger Cocca, APR, Accreditation co-chairthe PRSA Hoosier Chapter, says: “We
strongly coach our panelists that these are onmgla questions. We've been using sample
guestions like this since fall of 2003, and theyehproven helpful (based on feedback from
panelists).” The original questions have been glighevised for use in spring 2005.

The advice to panelists in spring 2005:

As referenced previously, PRSA National does novide specific questions for Readiness
Review panelists to ask candidates. Questions gdhbalvever, relate to the Knowledge, Skills
and Abilities (KSAs) outlined in my other correspi@mce to you. Please refer to these KSAs
while preparing for and when conducting the Reaglirieeviews. Also, keep in mind that each
Review is designed to last between one and twoshtodal.

Following are someguestionsfor your consideration onjyand we
encourage you to develop questions of your own teplace or add to
these.

Section One Questions

1) What have you most enjoyed about your curresitipm? (warm-up question)

2) Name an ethical issue you have faced in thefpasyears. How did you deal with it? If you
do not have an example, discuss an ethical isswenyght be confronted with in your work
environment.

3) What trends do you see in your industry? Pleasee two.

4) What is the difference between one-way commuioicand two-way symmetrical
communication? Of the two, what is the most effexth public relations, and why?

5) How do you think the public relations field cohtites to our society?

6) Describe a time when you proposed a new wayifgdsomething. Your example can be
from your current or past positions, or from vokent posts.

7) Ask the candidate a question that elaborates tmssher answer to Question #8 on the
Readiness Review questionnaire. Example: Descobeylou lead by example in your
everyday work?

8) Describe a time when you had competing deadaneshow you handled it.

Section Two Questions

Note: This portion of the Review should take anysehfieom a half-hour to an hour. The

candidate should describe the project based ofothestep process (research, planning,

implementation and evaluation), articulating soiheot all, of the goals and objectives of the

project and tying evaluation back to the reseanthabjectives. During this section we

encourage you to ask basic questions that focussmarch, planning, implementation and

evaluation.

1. Name your project and briefly explain why yowsé this project.

2. What prompted this project by your organizatjonclient)?

3. Of the research you did, what was formal andtwi@s informal? What is the difference
between the two?

4. How did you determine the target publics forryproject or campaign?
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5. How did you organize or categorize these tgogbtics? (For example, did the candidate
subcategorize the publics demographically, geogcapt, etc.?)

6. What types of communication barriers did youcemter in planning and implementing this
particular campaign?

7. Aside from the barriers just mentioned, did gmgounter any setbacks or other challenges
during the course of this project?

8. How did you build support for your plan as yaveloped it?

9. What was most rewarding about this particulajgmt?

10. What, if anything, would you have done diffahgito improve the outcome/results of the
project?

11. Scenario: You have a client who has an ideabuesearch to back the idea’s viability. How
do you go about selling the merits of researciab tlient?

Section Three Questions

Note: During this section, feel free to ask spedifuestions that pertain to the Knowledge, Skills

and Abilities tested as part of the written examnede KSAs are included in your information,

and also will be provided as a handout on the dayeoReview.

1. What are your strengths going into the writtertipn of the exam?

2. What most concerns you about the written exam?

3. Have the coaching sessions offered by the HoGsiapter given you a good understanding
of the breadth of the written exam?

4. What's your plan going forward to become coniide the areas you are unsure of at this
time?

Calling All APRs!

As an Accredited member of PRSA, you understand dcvieving a standard of knowledge
helps advance our profession. Currently [INSERT ®HER NAME] members are preparing to
pursue Accreditation. As an Accredited member,gd@ezonsider volunteering your expertise to
serve as a Readiness Review panelist as our caeslidiiepare to take the Examination for
Accreditation in Public Relations.

To be a Readiness Review panelist means providiofggsional guidance, insight and support
to our local Accreditation candidates. The onewo-hour Readiness Review is a rewarding way
to lend your expertise and help a fellow practi@omprove his or her professional acumen, thus
advancing the esteem of our profession. The timmenaidment is minimal but the rewards are
great. If you're interested in serving or learningre, please contact APR CHAIR'S NAME at
PHONE/E-MAIL. Thank you.

PS: Serving as a Readiness Review panelist casritgoint toward your Maintenance of
Accreditation.
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Thank-You Letters
Thanks for the Commitment:

Dear [insert panelist’'s name]:

Thank you for agreeing to serve as a ReadineselReanelist. Your role will be to measure the
candidate’s knowledge skills and abilities in 1§ keeas. As a Readiness Review panelist, you
will review the candidate’s responses to the RezstirReview Questionnaire in advance, as well
as information presented to you, including thefptid and responses to specific questions by
the candidate during the presentation.

Each area can be awarded between 0 and 3 poistora of 32, with each section requiring at
least 1 point, is required to Advance the ReadiResgew. If you and your fellow panelists
determine that the candidate is not ready to pteéhe computer-based Examination, you are
encouraged to help the candidate further develsphher skills by reviewing sections of the
“short bookshelf” that correlate to the areas oékveess. You are asked to serve as a mentor and
advocate for these candidates as they continuetk @n professional skills development.

Thank you again for agreeing to serve in this irtgoatrrole.

Sincerely,
Accreditation chair name

Thanks for Serving

Dear [insert panelist's name]:

Thank you for serving as a Readiness Review pdndilise experience of assessing a
colleague’s professional development against afsettablished criteria is critical to assuring
that all practitioners have the same level of krealgk, skills and abilities. Through your efforts,
we have reinforced the standards of professionatsoughout the industry.

Thank you again for your commitment to excellence.

Sincerely,
Accreditation chair name

How to schedule your computer-based Examination for

Accreditation

Once you have successfully completed the ReadRegiew and have received notification that
you have been advanced by the Readiness Review pauevill receive your official
Authorization to Test for the Examination for Acditation in Public Relations from the
Universal Accreditation Board. Using the code nungrevided, you then can make an
appointment at one of more than 300 Prometric mgs@ienters around the country at
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http://www.2test.com/index.jspYou also can make an appointment by calling Rtacis
Customer Service Call Center at (800) 274-1900lowarocedures detailed in your
Authorization to Test letter for whichever methamiy chose. Please note that if you schedule
by telephone, Prometric will not provide confirnaettiof your appointment, but if you schedule
online, you will receive an e-mail confirmation.

You must schedule your computer-based ExaminatipAécreditation in Public Relations
within one year of the date of the letter notifyyamu that you are Advanced by the Readiness
Review panel.

Prometric Testing Center hours of operation vasynftesting center to testing center. Weekend
and evening hours are available only at some loestiPlease note that Prometric experiences
heavy volume from June to August and from Octobddécember. During these months, we
recommend that you schedule your appointment at B#adays in advance. Information and
guidelines for scheduling your Examination, alonthwour personal Examination identification
number, are included in your Authorization to Tlester. Prometric will give you a different
confirmation number that you must use to reconfieschedule or cancel your appointment.

On the day of your appointment, you will be askedrrive at the Prometric Testing Center 30
minutes prior to your scheduled Examination time.check in, you must present two current
forms of identification, including one valid govenent-issued photo ID such as a driver’s
license or passport, and a second identificaticuhent containing your signature. Your name
as it appears on the Authorization to Test lettestnmatch the name on both of the identification
documents your present.

Canceling, rescheduling, missed or late appointmest

If you need to cancel or reschedule, you must doyswoon at least two (2) business days prior
to your appointment. For example, an appointmenilwrsday must be rescheduled/canceled
by noon Eastern Time on Tuesday. An appointmerfiumsday must be rescheduled/canceled
by noon Eastern Time on Saturday. You may cancedsmhedule by calling Prometric at (800)
274-1900. If you do have to cancel or reschedateg gppointment, you will be asked to
provide your confirmation number and the testingteewill charge a small fee. If you miss
your appointment, you will forfeit your testing fdéyou are late for your appointment, you may
not be admitted. Late admission is at the disanetif the Prometric Testing Center.

The truth about the rumors you've heard

Is the new computer-based Examination less difftbaln the old one?

No. In the language of professional certificatiesting, “difficulty” is one of several statistical
measurements that describe how well or poorly eaelstion in an examination performs. The
term does not apply to a total examination. In otdée included in a properly constructed
professional certification examination and to reman the Examination, each question must
reliably perform at a pre-determined level of diffity so that not too many candidates
consistently pass or fail each question. Each guresh the old examination was measured
against this statistical standard (though few pe&pkew this) as is each question on the new
Examination.
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Is the new computer-based Examination easier tharold one?

Since “ease” is a completely subjective evaluatiban examination, candidates will have
different opinions. Like every endeavor in lifepperly prepared candidates will describe the
experience as easy and poorly prepared candiddtdmdit to be hard. (This was always the
case with the old examination as well!) The newrkixetion process includes a Readiness
Review that will, in part, help screen out candidaivho are not prepared to succeed in the
computer-based Examination. As a result, we exgpattthe overall pass rate on the new
Examination will be consistently higher than it wasviously. Some may misunderstand a
higher pass rate as a sign that the new Examinatit@asier.”

The old written examination took eight hours anellew one takes only half that time. Doesn’t
that mean that the new one is not as rigorous att one?

No, it doesn’t. The now-retired examination usedhuds employed in professional certification
testing that were state-of-the-art when it was bgasd nearly 30 years ago. They were valid for
use when they were first used and on the day gielkamination was given. However, one of
the major goals of re-engineering has been to ntak&xamination more accessible, in part to
increase the volume of successful candidates s@ttwitical mass” of Accredited practitioners
can develop. This, in turn, we believe will helpatddress complaints that Accreditation has “no
value in the marketplace” as more and more pedptenduish themselves in the marketplace by
using the credential. The new examination takeswaidhge of 30 years of research and
development in the science of professional cediiftn testing. As a result, the Examination is
available year-round in more than 300 testing esntethe United States and easily adapted for
delivery worldwide. It also happens to take fourf@wer hours to complete.

How can a “multiple-guess” examination effectivedgt a candidate’s mastery of a given body
of knowledge?

To call the new Examination for Accreditation intfila Relations a “best-guess” examination
simply displays the questioner’s lack of curreribimation about professional certification
testing. The multiple-choice format is an extremeffgctive and valid method that is widely
employed in many industries and professions, inopdccounting, medicine and technology.
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Each Chapter — and each Accreditation chair — mgaroze the preparation and
Readiness Review program for Accreditation difféisenThe number of
candidates interested in preparing for the Exanunaind the amount of time each
Is willing to devote to the process will impact tthevelopment of your schedule.

Here are some of the examples of how material agplgpation can be addressed.
The following Chapters have graciously given usmpssion to use their published
Accreditation schedules:

- Akron/Greater Cleveland Chapters

- Phoenix Chapter
Please take a look and feel free to modify thenyéur Chapter. These are
offered to provide you with ideas on where to begin

Examination Preparation — Model Program Timelines
* Generic Timeline
» Akron/Greater Cleveland Chapters Timeline
* Phoenix Chapter Timeline

Working with Recommended Texts

Online Course Info
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Generic Timeline

Note: The Accreditation chair for the PRSA KansasChapter and the FPRA Southwest
Florida Chapter have collaborated and combined theiindividual schedules to create this
generic timeline as a sample for this Tool Kit.

Accreditation in Public Relations (APR)
Chapter Timeline
Winter/Spring 2005

Step 1. Orientation/Information Session for Candictes
Saturday, January 22, 2005

Time

Location

Step 2: Purchase Study Guide and Textbooks
www.praccreditation.orgndwww.amazon.conor other booksellers

Step 3: Study Sessions

Feb. 16 Session 1
Introduction/Current Public Relations/History of IR sis
Management/Media Relations
17% of APR Examination

Feb. 21 Session 2
Communication Theory, Management Skills & Issues
25% of Examination

Feb. 28 Session 3
Research Methodology/Planning/Implementation/Eviédna
30% of Examination

Readiness Review Download questionnaire and begin written respsns

March 7 Session 4
Communication Law and Ethics
15% of Examination

March 16 Session 5
Business Literacy/Information Technology
12% of Examination
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March 23 Session 6
Material review (optional)
Readiness Review Presentations: preparation/reddear

March 23-April 6  Finalize written portion of Readiness Reviews
Request Readiness Review with Kathy Mulvihill at3”RNational.
Make four copies of written questionnaire and pdevio local
Accreditation chair.

Step 4
Present to Readiness Review Panels
April 20 — 29

(May 1-15 Receive notification from PRSA National whether to Advance or Not
Advance)

Step 5
Schedule computdixamination to be taken by June 10.
Log ontowww.prometric.confor location.

** Results mailed to candidates within four weeks.

Step 6
Request rebates from local Chapters (if offered).

Step 7
Celebrate new APR’s!
(Local luncheons, press release to local mediaptehaewsletters)

PRSA/UAB  www.praccreditation.org
Information:  www.prsa.org

Kathy Mulvihill, Accreditation manager
kathy.mulvihill@prsa.org
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Akron/Greater Cleveland Chapters Timeline

Note: The Accreditation co-chairs for the Akron ard Greater Cleveland PRSA Chapters
have given us permission to use their fall schedués a sample for this Tool Kit.

The PRSA Cleveland and Akron Chapters are pleasedtannounce the 2005 fall schedule
for Accreditation

Before Aug. 15 Candidate must apply for Accrediatonline atvww.praccreditation.org
(five years’ experience required). Candidate mostrdoad the
Questionnaire for Readiness Reviewand complete fully.

All persons interested in Accreditation must sitddReadiness Review
prior to taking classes for the written exaifhe questionnaire will be part
of the Readiness Review and must be submitted toefi¢ation chair
before Sept. 1, 2005. The Readiness Review isfamial meeting with a
panel of three APRs. At this interview, you will @sked to present a
sample PR campaign in which you have played a mmajer You will

also be asked to discuss your questionnaire answers

Before Sept. 1 E-mail your completed questionn@ir&ccreditation co-chair
Karen Frashiekmfrashier@sbcglobal.net
Week of Sept. 5 Readiness review prep meetinge-@rone mentoring sessions to help

you get ready for your campaign presentation.

Week of Sept. 12 Readiness Reviews held beginrniB@8pm. Location to be determined.
*Next Readiness Review date will be spring 2006

Week of Sept. 26 Classes begin and run four weaksation, dates and time to be set in
consultation with candidates who advance after Read Review

Examination May be taken anytime (computer-baseahtimation at Prometric Testing
Centers) following your Readiness Review by comagcthe appointment
number listed on your Authorization To Test letter.

For information about the Accreditation processhow to prepare for the Readiness Review,
please consullvww.praccreditation.org If you have questions after reviewing this ination,
call one of the APR co-chairs...

Karen Mess Frashier, APR Jan Gusich, APR
440-717-0878 President
kmfrashier@sbcglobal.net Akhia Public Relations

330.463.5650
jan@akhia.com
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Phoenix Chapter Timeline

Note: The Accreditation co-chair for the Phoenix IRSA Chapters has given us permission
to use their fall schedule as a sample for this Toit.

The PRSA Phoenix Chapter is pleased to announce tR805 fall schedule for Accreditation

Wednesday, Sept. 7, 2005
Accreditation Orientation Meeting

Tuesday, Sept. 27, 2005
Deadline for candidates to submit Examination requst and fee to Universal Accreditation
Board

Thursday, Sept. 29, 2005
First Preparation Session

Thursday, Oct. 6, 2005
Second Preparation Session

Tuesday, Oct. 11, 2005

Candidates provide official notification of intentto participate in Readiness Revieywmust
provide proof of eligibility; panel members confieehwith panel member instructions
distributed for the Examination from the Universakreditation Board (no later than 20 days
from Examination).

Thursday, Oct. 13, 2005
Third Preparation Session

Monday, Oct. 17, 2005
Candidates submit Readiness Review packets to conttee chair (no later than 15 days from
examination).

Thursday, Oct. 20, 2005
Fourth Study Session Readiness Review times, dates and locationsroted.

Friday, Oct. 21, 2005
Readiness Review Panel Members receive packét® later than 10 days from examination).

Thursday, Oct. 27, 2005
Final Preparation Session

Readiness Review Dates:
Tuesday, Nov. 8, 2005
Wednesday, Nov. 9, 2005
Thursday, Nov. 10, 2005
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There is nothing that is more important than celbg success. The Examination for

Accreditation in Public Relations is a challengargl somewhat stressful process. Chapters
should provide successful candidates with recagmitin a personal and professional level.

Following is a list of the types of recognition tltan be provided, as well as examples of some
tools that can be used to accomplish this objective

National Recognition: Congratulations Letters
UAB version
PRSA Accreditation Marketing Committee (AMC) version

Other ways to recognize new APRs
- Encourage your Chapter to acknowledge and honolynsecredited

members at a Chapter event.
Announce it in your Chapter newsletter.
Send a letter to newly Accredited members’ empleyer
Encourage newly Accredited members to use the ARRs after his or
her name.
Use special name tags at Chapter events for APRedo and be
acknowledged.
Some Chapters take out ads in local business p@tiolics announcing that
candidates have earned Accreditation, and theyhgsads as an opportunity
to list all the Chapter’s Accredited members in Itloely of the ad,
identifying Accreditation as an honored distinctiarthe practice of public
relations.
Other ways to recognize new APRs:
E-mails
Web announcements

Maintenance of Accreditation
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Sample Congratulations Letter — UAB

Dear :

| want to share with you the exciting news that has recently become an Accredited
member of the public relations profession by susfcdly completing a comprehensive
examination governed by the Universal AccreditaBaard.

The Examination for Accreditation in Public Relasomeasures a candidate’s knowledge, skills
and abilities in the practice of public relatioms¢luding communication theory, management
science, and ethics. It is structured in such @ that a candidate must have several years of
experience in the profession to attain Accreditgtiwhich is indicated by the designation APR
used after an Accredited member’s name.

The Universal Accreditation Board was formed inukag 1998 to oversee the Accreditation
process. The public relations organizations tlatigpate in the program include Agricultural

Relations Council, Asociacion de Relacionistas &siminales de Puerto Rico, Florida Public
Relations Association, Maine Public Relations Calurinbe National School Public Relations

Association, Public Relations Society of AmericcR8A), Religion Communicators Council,

Southern Public Relations Federation, and Texadi®PRlelations Association. The program is
administered by PRSA, which previously operatedis Accreditation program beginning in

1965. Since that time, approximately 6,000 pubkdations professionals have achieved
Accreditation. Today, there are more than 4,3Gv@®Accredited practitioners. It is indeed a
symbol of professionalism to be able to use the AB8lgnation.

We feel you will be proud to be working with sucleapable person and thought you would like
to know of this accomplishment.

Cordially,

Chair, Universal Accreditation Board

Above is a copy of the letter that will be sentytur immediate supervisor notifying him/her of
your Accreditation. We can send the letter to ame person. Please complete and return this
form by DEADLINE DATE to: Kathy Mulvihill, Accreditation manager, PRSA3 Maiden
Lane, 11" Floor, New York, NY, 10038-5150, or fax it to 21995-0757.

Please Type or Print
Is your Supervisor an APR? Yes No

Supervisor's Name: (Mr./Ms./Dr.)
Title:
Company:
Street/P.O. Box:
City, State, Zip:
Your Name:

(Please Type or Print Clearly)
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Sample Congratulations Letter — AMC
Dear xx:

On behalf of the Universal Accreditation Board (UABongratulations on successfully passing
the Examination for Accreditation in Public relatg and becoming an Accredited public
relations practitioner.

You've joined an elite group of approximately 6,000blic relations professionals who have
achieved Accreditation. Today, there are more th&00 active Accredited practitioners. It is
indeed a symbol of professionalism to be able te i APR designation. Reflecting your
accomplishment, you can now represent the factythatare Accredited by using the notation
Accredited Public Relations or its abbreviation,FAf conjunction with your name. Of course,
since this certification mark applies only to youdanot to your firm or associates, it must be
restricted to use by you only. You will soon reeeyour Certification of Accreditation.

In fact, on average, Accredited practitioners edrmpercent more than non-Accredited members.
And the news gets even better. Your new APR ststusw recognized by PRSA and eight
UAB organizations including: Agricultural Relation€ouncil, Florida Public Relations
Association, Maine Public Relations Council, Na#ibrschool Public Relations Association,
Religion Communicators Council, Southern Publicaiehs Federation, Texas Public Relations
Association and Asociacion de Relacionistas Profedes de Puerto Rico (Puerto Rico Public
Relations Association).

We believe it is also important to you and our $tycthat your peers, employees and others
know of and understand your professional attainménthat light we have suggested to your
Chapter’s Accreditation chair that your achievemsipublicized through media in your area.
As such your Accreditation will be announced in timsert publication name here).

It's also important to make your employer awargair accomplishment. If you would like me
to send your supervisor (or whomever) a persoti@rléo notify him or her of this, please return
the enclosed form with the individual’s name andrads.

Together through all of our individual and colleeticontributions, we can further the practice of
public relations.

Once again, congratulations!

Sincerely,
NAME

c: Chapter president and Accreditation chair
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MAINTENANCE OF ACCREDITATION PROGRAM
(Administered by the Public Relations Society of &ina)

To maintain your Accreditation, you should have waoalated points in
continuing education, professionalism or public vesr within a three-year period. Below are
descriptions of qualifying activities or programsdathe point allocation for each. No activity da@
counted in more than one categofy MINIMUM OF 10 POINTS TOTAL IS REQUIRED .

Please complete and sign the enclosed application, fand submit it with a $50 fee (required to gove
the cost of processing your applicatioMail to: PRSA, Attn: Accreditation Department, 33 Maiden
Lane, 11" Floor, New York, NY 10038-5150

PROGRAM or ACTIVITY

. CONTINUING EDUCATION — Subject matter that relates to your work in pubdilations
(e.g., management, social sciences, or research, #tany CEUs (Continuing Education Units)
were earned for these activities, one CEU is edgimtato 1.25 points toward Maintenance of
Accreditation.

A. College Programs

1. Advanced Degrees Automatic
(if earned during the current maintenance cycle) Reaccreditation

2. Individual courses on a semester basis for trauen the subject matter relates directly to the
practice of public relations

4 credit course 4.0
3 credit course 3.0
2 credit course 2.0

B. Seminars and Continuing Education Programs -Taking part in participating and public
relations organizations, other industry or tradeoamtions, and formal in-company training
courses that apply to public relations practicg.(grofessional development programs, formal
home study courses, national conferences, dissectjon and/or chapter programs, etc.).

1-day 1.0
1/2-day (up to) 0.5
C. Readings from material that contribute to one’'sprofessional public relations abilities.
1. Book 1.0
2. A minimum of 10 articles or substantative matkftiom the
public relations body of knowledge 0.5

[I. PROFESSIONALISM
A. Leadership in Public Relations: service in pubt relations organization, and/or public
relations committees or comparable positions.

1. National officer or board member; Chapter presigsection or
academy chair 4.0 per year

2. Chair of national committee; district chair PEr year

* *Such as NAPRC organizations: ARC, AWC, ASHCMPRRB® CPRS, FPRA, IABC, IPRA, NSPRA, PRSA, RCC, SPRIFRA
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3. Local Chapter officer or board member; distofficer or conference chair;
section officer, board member or conference clehiajr of section
committee; chair of local chapter committee; spquaaticipation in
activities such as mentor, professional advisod, r@@wsletter editor. 2.0 per year

4. Member of national committee; member of Chajateal committee;
member of section committee; assembly delegatejapearticipation in
activities such as Readiness Review panelist, ailRe study course

facilitator, award judging, or other. 1.0 per year
B. Presentations or speeches including serving agpanelist on public relations 1.0 per
practice presentation

C. Instruction — Serving as an instructor at a seminar, workstroprogram on public relations
requiring preparation of outlines and other cousdated material where subject matter relates to
public relations (includes Accreditation instructjpor, instruction in credit courses related to
public relations when sponsored by a fully accestlitollege or university; take credit only for
time instructing.

4-credit course 4.0
3-credit course 3.0
2-credit course 2.0
1-day 1.0
-day (up to) 0.5
D. Published works that contribute to the practiceof public relations
1. Published book Automatic
(if published during the current maintenance cycle) Reaccreditation
2. Each article, op-ed, or book review published ublic relations journal, 3.0

magazine, newspaper or newsletter.
E. Awards for Significant Contributions in Public Relations

1. National awards by public relations organizatioor other industry awards related to
excellence in public relations practice, researcheaching (e.g., a public relations award
given by an industry trade association). Autom&eaaccreditation applies only if award is
earned during the current maintenance cycle.

Education (Outstanding Educator Award) Automatic
Practice (Gold Anvil Award; Dillin Award) Reaccriggtion
Service (Paul M. Lund Public Service Award; FleistmAward) " "
Programming (e.g., Silver Anvil Award; Golden Imayeard
Silver Spur Award) 3.0

2. Regional and local awards by PRSA Chapters, NABRjanizations, or other industry awards
related to excellence in public relations.
Service 2.0
Programming 2.0
(In order to receive credit for the award the ingiilal must have played a significant role in
the design, implementation and evaluation of tlogam.)

[ll. SERVICE - Public Relations service to the local/national camity (volunteer or pro-bono
work which is outside normal work assignments).

60 hours or more 5.0
40-59 hours 4.0
20-39 hours 3.0
Under 20 hours 2.0
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Maintenance of Accreditation

Application For Office Use Only
(Type or print legibly in ink) Date
Account #
Name
(Last) (First)
Title
Company
Address
City State Zip + 4
Telephone Fax E-mail

Please list all points earned toward your Maintenan  ce of Accreditation. Attach additional sheets if

necessary.

|. EDUCATION

A. College Programs
College Courses

Where Taken Date(s) Points

B. Seminars & Continuing Education Programs

Sponsor

Title of Program/Location Date(s) Points

=0
D 0

eadings from the Public Relations Body of Knowl edge and other material

Author Date(s) Points

II. PROFESSIONALISM

A. Leadership Positions

Education Subtotal

Organization Position Date(s) Points
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B. Presentations

Title Date(s) Points
C. Instruction
Course Title Where Taught Date(s) Points
D. Published Works

itle Publisher Date Points
E. Awards
Name Presenting Organization Date Points

Professionalism Subtotal

Ill. PUBLIC SERVICE
Type of Service Organization Date(s)/Hours Points

Subtotals:

| hereby apply to maintain my Accreditation and ver

X

Public Service Subtotal

. Education

1. Professionalism

1. Public Service

Total Points

ify the above information is correct.

(Signature)

Method of Payment

___check (Please make check payable to PRSA,;
U.S. Funds drawn on a U.S. bank only)

___Credit Card (Visa, MasterCard, American
Express only)

Return Application and $50 Payment to:
Public Relations Society of America
Attn: Accreditation Department

33 Maiden Lane, 11 " Floor

New York, NY 10038-5150

(Date)

Visa MasterCard

Account Number

Amex

Exp. Date

Cardmember's Name

Signature

Celebrating Success
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UAB Policy on Style
(Revised and adopted on 4/18/05)

It is the policy of UAB to encourage standardizatio the use of terminology and
capitalization related to the Examination for Aatitation in Public Relations, using the
following guidelines.

A. “Universal Accreditation Board”

1.
2.

3.

The full name of the organization is “Univergaicreditation Board.”

In first reference, use “Universal AccreditatiBoard (UAB).” Shorten to “UAB” as
desired in subsequent references.

The only context in which the wotdniversal” is used is as part of the full name of
the organization that governs the Examination focr&ditation in Public Relations,
the “Universal Accreditation Board.” The word “Uhairsal” is never used to describe
the Examination or program (e.g., “Universal Prgge8Jniversal Accreditation,”
“Universal Accreditation Program” and so on are aateptable). There is NO
“Universal Accreditation Department.”

. “Universal Accreditation Board” should neverused following a participating

organization’s name when that name is used assepsise. Itis NOT “XYZ's
Universal Accreditation Board.”

B. “The Examination”

1.

5.
6.

On first reference always ugee Examination for Accreditation in Public
Relations

. On second and subsequent written referencés isame body text always ughe

Examination.”

. On second and subsequent spoken referenceéshadexamination” or “the APR

Examination.”

. When referring specifically to the “written” paf the Examination, usghe

computer-based Examination.”
NEVER refer to the Examination as an exam dr tes
Do not refer to the Examination as the “new” Eaxaation.

C. Capitalization

1.

DO capitalize the following words and terms:

a. Always capitalize “Universal Accreditation Bodrd

b. Capitalize “Accreditation,” “Accredited,” “Accritation Examination” and
“Examination for Accreditation in Public Relatiohs.
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c. Capitalize “Examination” when “the” or “computbased” is the modifier: “the
Examination” or “the computer-based Examination.”

d. Capitalize “Readiness Review.”

e. Capitalize “Advance” and “Not Advance” when meifieg to a candidate’s
Readiness Review results.

f. Capitalize “Accreditation” and “Accredited” wharsed in reference to the
Examination for Accreditation in Public Relationsto an individual who has
earned the APR designation.

2. Do NOT capitalize:

a. Do not capitalize “maintenance,” so use: “maiatece of Accreditation is
required...”

b. Do not capitalize “participating organizationg\ote that PRSA is a participating
organization, so do not use terms like “PRSA amrdp#rticipating organizations.”
However, “PRSA and the other participating orgatiizes,” is an acceptable
usage.

c. Do not capitalize “certification” when referring the APR Examination process.

d. Do not capitalize “examination” when used witlty anodifier except “the” or
“computer-based.” For example, do not capitaleedmination” when used with
the adjectives “new,” “written” and “previous.”

e. Do not capitalize “chair” in the phrase “Accradiion chair.”

f. Do not capitalize “panel” in the phrase “Readisi&eview panel.”

g. Do not capitalize “board” unless using the wascda part of “the Universal
Accreditation Board.”

D. “Readiness Review”

1. The result of the Readiness Review is a detextioim by the panel to recommend to
“Advance” or “Not Advance” the candidate to the computer-based portion of the
Examination.

2. Thecandidatedoes not Advance. He/sleeAdvancedy UAB.
3. The Readiness Review panel does not Advancedidade. The paneécommends

to UAB that the candidate be Advanced. UAB Advangedoes Not Advance the
candidate.

E. “Public Relations”
1. Always spell oupublic relations

F. Other
1. For all other matters of style or usage thainatespecified in earlier portions of this

section, the authority is the current edition & &kssociated Press Stylebook and
Briefing on Media Law.

Miscellaneous Page 101



2006 Participating Organization Contacts for the
Examination for Accreditation in Public Relations

Partner_Organizations Agricultural Relations Council, Asociacion de

Relationistas Profesionales de Puerto Rico, Floridgublic Relations

Association, Maine Public Relations Council, Natiah School Public
Relations Association, Public Relations SocietyAvherica, Religion Communicators Council,
Southern Public Relations Federation, Texas PubRelations Association.

Maine Public Relations Council
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