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Section 1:  Work Product Package Preparation

The work product package consists of:
the work product (project work), 
essay responses, and 
other completed forms

Candidates will need to package and label their submission in a particular way for the raters to review it.

Supplies needed:

Two  folders:

- 1 letter size expandable folder 
- 1 letter size file folder
Folder labels
Section 2:  Work Product Submission Packaging 

There are a number of forms and other submission documents that candidates will need to be familiar with that are listed in Table 1.
Table 1 – Work Product Form Names/Descriptions

	Item
	Name/Description

	Form A – Parts 1, 2 and 3
	Project Description, Project Context, and Work Product Map

	Form B
	Essay Questions (8)

	Work Product Sample
	Actual sample of work you are submitting and supporting documentation (nature of sample varies by AOE)

	Form C
	Identification, Contact Information

	Form D – Parts 1, 2 (and in the case of DT 3)
	Work Product Release Forms

	Form E
	Work Product Checklist and Confirmation Document


During the scoring process forms A, B, and the work product sample are given to the rating team for review and evaluation.  This information is placed in the letter size expandable folder mentioned above.  Forms C, D and E are placed in the second file folder.  This information is maintained on file by ASTD CI and not viewed by the raters. 

Note:  your work product submission materials must be submitted in the designated folders mentioned above and are therefore limited to the space provided in the folders.  In the case of the work product sample, candidates are cautioned to be selective in respect to the materials they choose to submit and confine their selection to only those materials that best meet the deliverable and evidence documentation requirements.  Submissions with excessive amounts of information that extend beyond the confines of the designated folders will be treated as being incorrectly packaged and in accordance with procedure disqualified. See Chapter 11 or additional information regarding Critical Flaws and Pitfalls and Tips.
Both folders need to be labeled separately with the correct identifying information so they can be routed appropriately. This is how the package will be reassembled after the scoring takes place. Keeping everything together enables ASTD CI to track the submission until it is ultimately destroyed, in accordance with policy.

Table 2 – How to Package Your Materials
	Container…
	Contents…
	Label the …

	Folder 1:

Letter Size Expandable Folder 
	Form A 

Form B

Work Product Sample (Project Work) 
	File Folder
Work Product Sample (project work) pages

	Folder 2:

Letter Size File Folder
	Form C
From D

Form E
	File Folder


Label the expandable folder and file folder…. 

Each of the folders must be labeled so the submission can be tracked. The following label should be completed and placed on the upper right hand side of the folders.

	CPLP® Work Product
	“List folder contents”

	“Identification Number”
	“AOE Area” 


A description of what is expected for each item on the label is as follows:

· CPLP® Work Product
· Identification Number – Your ASTD Member Number or ID Number
· Folder Contents:
· Expandable Folder - Form A, Form B, WP 
· File Folder - Form C, Form D, Form E
· AOE Area – Name of Work Product AOE submission area.
Label the work product sample (project work) pages….
The work product sample (final project) must be labeled to help raters follow the flow of the materials. The label that follows should be completed and placed on the bottom of each page of the project materials.  
	CPLP® Work Product
	“AOE Area”

	“Identification Number”
	“Name of Document Type”

	Page #
	


A description of what is expected for each item on the label is as follows:
· CPLP® Work Product 
· Identification Number – Your ASTD Member Number or ID Number
· Page # - See page numbering instructions below.

· AOE Area – Name of Work Product AOE submission area.
· Name of Document Type:

· For DL (3 types)  – (Training Analysis Documents (TAD), (Design Documents (DD), ( Curriculum or Learning Materials (C or LM)
· For DT (1 type) – (Facilitators Guide (FG)
· For IHP and MLF (4 types) - (Project Relationships (PR), (Planning (PL), (Outputs (OP), (Outcomes (OC)
**For Delivering Training  - In addition to your work product sample pages, also place a label on your CD, DVD or VHS tape indicating your AOE area and your Identification number.
Number the pages of the work product sample (project work)…..
Candidates can handwrite or print the labels; special footers are not required. In some cases, the work product sample may consist of several documents. All documents should be labeled at the bottom of the page. In regards to the numbering of the work sample pages,the work sample should be treated as one entire document with each page being labeled consecutively so that they are sequential. For instance, if the entire page count of the work sample is 100 pages, then the first page of the document is page 1 and the last page is page 100. Candidates must add the work product page numbering in the manner described above, even if there are already page numbers on the original documents. Some people choose to handwrite page numbers onto the label. This is perfectly acceptable.
Note: failure to number your pages is considered a critical flaw which can result in the disqualification of your work product.  See Chapter 11 or additional information regarding Critical Flaws and Pitfalls and Tips.
Remove identifying references…..
The work product must be rated as a blind submission to ensure there is no rating bias. In other words where possible, you should remove any references in your work product that identifies people by name – such as yourself, the project sponsor, or a company/organization. However, do not go overboard!  Leave enough information so that the raters are able to understand the context of your project.  Following are tips for preparing your work product sample:
· Job titles may remain in the document.  
· Refer to your company or the organization you are providing a service to as Company XYZ or Organization XYZ.  
· Refer to participants as Participant X, Y, etc.   
Candidates who fail to do this could have negative impact on your score, which will affect their scores. 
Define acronyms…..
If your business uses acronyms please fully define them the first time they are used or include a glossary of terms as part of your work sample.
Print form responses in black ink only…..
Content printed in colors other than black (particularly blue) are very hard to read and may result in the raters missing critical information in your work product.
Section 3:  Work Product Submission—Shipping Requirements
Once the work product is ready to package, you should make a copy before mailing. There are two reasons for this: 1) packages can be lost in transit, and 2) materials cannot be returned. 
Candidates should send their completed work product package to:
ASTD Certification Institute – CPLP Program
c/o HumRRO
66 Canal Center Plaza
Suite 700
Alexandria, VA 22314-1591
Candidates may use whatever delivery method works best for them as long as the method does not require a signature upon receipt or require pick up by the receiving party.  

Packages should not be sent via certified mail.  The HumRRO facility is a “cleared facility” and as such all certified mail is subject to additional scrutiny by their internal security.  This extra step can potentially hold up processing. 

The work product submission should be sent in no earlier than 1 month prior to the deadline date.

The submission must be postmarked by the deadline date or it will be disqualified.
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