ACMP

Association of Change
Management Professionals

CERTIFIED
CHANGE
MANAGEMENT
PROFESSIONAL®

Handbook

A publication of:
Association of

Change Management
Professionals (ACMP)



CCMP Candidate Handbook

Copyright Notice

This document is copyright protected by the ACMP®. Neither this document nor any extract from it
may be reproduced, stored, or transmitted in any form for any other purpose without prior written
permission.

January 2026
Association of Change Management Professionals®. All rights reserved.

Revision History Table
Date Ver. | Section(s) | Revisions Made
(MM/YYYY) # Changed
05/2016 1 N/A Initial publication.
54 Documentation requirements to support all
) submitted information in application.
06/2016 2 . L .
Details about non-QEP training requirements.
3.2 . e
Updated link to exam specification.
2.4 Clarification of training requirements.
08/2016 3 2.7 Clarification of audit process and requirements.
4.4 Update to contact for exam booking issues.
11/2016 4 6 Update to PDU section.
12/2017 5 N/A Link updates.
05/2020 6 7.3.2 Link updates.
01/2022 7 N/A Link updates.
2.4
04/2022 8 Update to digital certificate and badge details.
5.3
08/2024 9 N/A Training requirement update.
7.3
07/2025 10 Link updates.
7.4
01/2026 11 2.8 Fee Update.

ASSOCIATION OF CHANGE MANAGEMENT PROFESSIONALS®
JANUARY 2026



CCMP Candidate Handbook

Table of Content

1. About this HANAbOOK .....cuiieieiiiiiiieiiiiiiiiiiiiiiieiitietettetercetessesessessssessscessscessacenss 5
2. An Overview of the CCMP Credential....ccccciieieiiiiiieitieieeieceeeecerencercacescocencocencnns 5
2.1 The Change Management Profession and the CCMP Credential .......ccccccovvvviiieeiiiinniiinieeeennniinne 5
2.2 Diversity, Equity, Inclusion & Belonging (DEIB) Statement........ccoooccciiieeee e eciiens 5
2.3 Description of the CCMP Credential ......cc.uvviiiiiiiiiiieee ettt e e e s s seienee 6
2.4Timeline for CCMP Credential PrOCESS ....ccuiiiiiiiiiiiiiee ettt 7
2.6 Statement of UNAErstanding .......cc.veeeiieeiiiiiee ettt e e e s e s sre e e e snreeessneeeesanee 10
B A U Lo L PSSP 10
2.8 CCMP Credential FEES ....uuiiiiiiii ettt e e e ee e e e e e et r e e e e e e e e aaareeeeaeeeeasstsaeeaassennsnns 11
2.9 CCMP REFUNA POLICY .. .ciieintittttttrtr st ee e e e e e e e eeeeeeeeeeaeaeaaaeeeaeaeeseesesesesesssesesesassassnannnsnnnes 13
2. 10 ADOUL thE COMP EXAM ...uiiiiieiicciiiieeee ettt ee e e e e e ee e e e e s st r e e e e e e s esnsbeeeeeeee s nsteneesassannnsnns 14
3. CCMP Application and Payment ProCess......cccceeeieeieiecececerercecececesesessssasecesesasssas 15
3.1 Create a Candidate Management System (CMS) Profile .......cccccevvvviiieeiiiiiiiiiiieeee e 15
3.2 Begin CCOMP APPUICATION ...uiiiieec ettt e e e e e e e e e s e et e e e e e sesnsbeeeeeeeesennsteeeesessennsnes 18
R TG Lo [8 Lot | 4 Lo o IPUUU OO P UPPTR R PPPPPPPPPIIRE 21
I o o (=T gl = o T=] (=1 o [ YU UPRRNE 22
3.5 Enter Change Management TraiNiNg ......cccuviiiiiiiiiiiiiiiee ettt e s s seiee e e e e s s s aban e e e e s s ssannnes 24
3.6 Complete ESSay QUESTIONS ..iciiiieiiiiiiie et e e ee e e e e e st re e e e s s e s saabeeeeesseseasranneeasesannnenns 27
3.7 Complete Statement of Understanding and Code of EthiCS .......cooceeviiiiieiiiiiiiiicieeeeee e 28
TR C T = 1Y 0 4 =1 0 | PP PPPPPRNE 28
4. Exam Policies and ProCeduUresS.....ccceeeieiieieiieieeieteeceteecscecscecascacescecascessscessscesnse 30
4.1 Candidate for COMP EXAmM . ... r e e e e e e e e e e e e e aeaeaaeaaaaaaeaeaeeeeas 30
N @103 71 o S ¢=T0 g IS o T-Yod 1 1 Tot= | 4 (o] o I PP 30
4.3 ACMP Test Accommodations for the CCMP EXam.......ccoviiiiiiiiiiiii ettt e e 30
4.4 ADOUT ThE COMP EXAIM ettt ettt sttt e ettt e e st e e sanbe e e e sasbaeesanbeeeesnneeenan 31
4.5 Rescheduling or Cancelling EXam POLICY ........uiiiiiiiiciiiiieee ettt et e e e e e 33
4.6 CCMP Exam Security and Confidentiality POLICY .......ccccuuiiiiiiiiiiiiiiiierreeeeeeeeeeeeeeee e ee e 34
4.7 Exam Results and PasSIiNG SCOIE .....uuuiiiiiiiiiiiieee ettt e e ettt e e e e e e e e e e e e e senbaaaeaeeeeeas 35
5. Credential Policies and ProCedUres....cccccceieitieireeirencrencereacescncascacescosascasancanens 36
Lo X @ 7 | = o] o aY o] F=T 1 €3 d Yot =TT F PN 36
5.2 ACMP APPEALS PIrOCESS ...uuiiiiiiiieciiiiieee e s ecctit et ee e e e e st ee e e e e e st ee e e e e sesstteeeeeesesanssaneeeeseeanssaseeesessannnnnns 36
5.3 Use 0f the CCMP Credential....cccc.uiiiiiiiiiiiiiieie ettt esirre e e s s s ssibre e e e e s s s abaaeeeeessesnnnns 37
6. Certification Maintenance Program Requirements......cccceieiieieiieiiececenceccecescacennns 38
6.1 CCMP Certification VErifiCation ........ccoi ittt saee e e s e e s abae e e e e e e sennnes 38
6.2 Professional Development UNITS ...ttt s e e e e s s sian e e e e s s sannee 39
6.3 CCMP Certification Maintenance RENEWAL..........ccoviiiiiiiiiiiiiiiiee ettt 44
6.4 The Professional Development CYCLE ...t e e e e s sineee 45
6.5 PDU SUBMISSION DEAALINE ......eiiiiiiieicieee ettt ettt e st e e s st e e sateeessbeeeesanee 46

ASSOCIATION OF CHANGE MANAGEMENT PROFESSIONALS®
JANUARY 2026



CCMP Candidate Handbook

6.6 PDU Entry and RENEWAL PAYMENT ..........uuiiiiiiiiiiiiiiiieieeeeeee e ee e s e e e e e e e e s e e e e e e e e e e e s e e e e e e s e e s e s nnnnnes 46
6.7 CertifiCation STAtUS.....coiiiie et e e st e e st e e s sbr e e ssare e e s sneeeesanee 46
6.8 LimitS ON PDU CatEEONES ..uuiiiiiiiciiiiieeeicciiitieeee e eeciitee e e e s s sataee e e e e s ssnsraeeeeeesssnssteneessssssstsanesessannnnnns 48
6.9 Retaining Documentation for Completed PDUS ...ttt e e s 48
Y o] e 1T 4 Lo [ N 48
7.1 ACMP Practice Analysis Survey (or Job Task ANalySiS)......ccccuueeeeiiiiiiiieeee e e eciree e e e eeveees 48
7.2 EMployment VerifiCation FOIM ...ttt st e e e s s s abar e e e e e s seannee 50
7.3 CCMP EXamples Of Mark USAEES ....uuuiiiiiiiiiiieieiicciiieeee e ssttte e e e e sestree e e s e s sssaaareee e s s e ssnvaneeeesssnnnnnnns 50
7.4 AdditioNal INFOIrMATION .....uiiiiiiiiieee e st ee e e e e s s sabee e e e e s s ssssbtnaeeeessannnnes 51

ASSOCIATION OF CHANGE MANAGEMENT PROFESSIONALS®
JANUARY 2026



CCMP Candidate Handbook

1. About this Handbook

This handbook describes the Certified Change Management Professional® (CCMP®) credential
program and how to apply for it. The Association of Change Management Professionals (ACMP)
recommends that all applicants read this entire handbook before beginning the application
process as it provides key information about obtaining and maintaining the CCMP credential.

Use this handbook to:

e Learnaboutthe CCMP application process and requirements.
e Find the application form and other relevant resources.

e |dentify where to address questions regarding the CCMP credential.

Individuals moving through the certification program process are referred to as:

e Applicant: person who is completing or has submitted an application form but has not yet
received feedback on the submission.

e Candidate: person whose application has been approved, including the essay questions,
but has not yet passed the exam.

e Certificant: person who has passed the exam and has been awarded the CCMP credential.

2. An Overview of the CCMP Credential

2.1 The Change Management Profession and the CCMP Credential

The change management profession continues to attract increasing interest from individuals and
organizations. Change management practitioners and organizations that want to improve the way
they manage change are seeking ways to achieve success through consistently applied practices
as set outin ACMP’s Standard for Change Management and Code of Ethics (ACMP Standard or the
Standard). The Standard forms the basis for the CCMP credential program and provides a
foundation for advancing the discipline of change management. It establishes a common
understanding and set of generally accepted practices that help leaders and practitioners achieve
and sustain change objectives.

2.2 Diversity, Equity, Inclusion & Belonging (DEIB) Statement

Diversity across ACMP Global strengthens our ability to lead how change works. Our community
thrives because we value differences, fairness, and belonging. We acknowledge that inequities
exist around the world and we commit to:

e Discover the filters through which we experience the world around us;
e Challenge ourselves through curiosity and learning;

e Respect and value every person;

e Nurture and elevate diverse perspectives;

e Create open and safe environments for collaboration;
]
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e Seekequitable outcomes.

These commitments guide our ongoing journey to be more inclusive in our outreach and lower
the barrier of access to the CCMP.

2.3 Description of the CCMP Credential

The CCMP credentialis a globally recognized credential indicating to employers, clients,
customers, peers, and colleagues that a change manager/leader possesses change management
knowledge, experience, expertise, training, and skills to successfully help organizations and
individuals achieve critical business results.

To help establish the required level of proficiency CCMP requires that each applicant detail their
education, experience, knowledge and training in the domain of change management. In summary,
the CCMP credential:

e Identifies anindividual as (1) having demonstrated knowledge, skills, and abilities within,
and comprehension of, the ACMP Standard and Code of Ethics and (2) upholding a level of
proficiency by continually updating knowledge and applying it, earning Professional
Development Units (PDUs);

e Requires a minimum number of PDUs within the change management field of practice to
maintain certification every three years;

e Isglobally recognized and transferable across countries and industries;

e Enables change management practitioners to demonstrate they have (1) met specified
criteria and (2) achieved a level of understanding and familiarity with change management
standard practice;

e Supports organizations in establishing good change management practice through
improved recruitment of change management practitioners;

e Creates enhanced career development options or paths for change management
practitioners; and

e Contributes to the advancement of change management as a profession by clarifying the
distinctive nature and value of the change practitioner role in achieving key business
results.
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2.4 Timeline for CCMP Credential Process

The approximate timeline for the CCMP credential process step is outlined in the figure below.

1

Application Submission
and Payment Process

Applicants have one (1) year to
reach application approval after
submitting a paid application.
Note: Applicants are only
eligible to book their exam when
their paid application has been
fully approved.

Review of Non-QEP Training (if applicable) and Essays

Training submissions are reviewed first, followed by the essay. If non-QEP
training is submitted, the review period can take up to forty-five (45) days.
The outcome of the training review will be emailed. If approved, the
essay review follows. If non-QEP training is not approved, applicants have
one (1) year from the application payment date to complete the required
training, and have it approved or apply for a refund (minus an
administration fee). Those who do not pass the essay review may either
re-submit new essays (for a fee) or end the process and apply for a
refund (minus an administration fee). Applicants who pass the full
application review process may schedule the CCMP exam.

Next Steps After Exam Pass
Congratulations!

Within 48 hours of passing the
exam, a digital CCMP certificate and
badge will become available inside

the application profile (under My
Account). Each certificant will also

2; 3

Application Review Audit Process

The application review process Applies only if application is
will begin within five (5) days selected for an audit. If audited, the
of the date of payment. applicant has ninety (90) days to
provide the audit requirements.
Eligibility period begins after the
successful completion of the audit.

Multiple-Choice CCMP Exam
Successfully complete the CCMP
exam within one (1) year from the
date of application approval.

Notes: The exam may be taken up
to a maximum of three (3) times
during the one (1) year exam
eligibility period. The second and
third exam attempts require the
payment of an exam take fee.

7I 8'
3-Year Credential Credential Renewal
Maintenance Cycle Complete renewal online once
Credential holders must earn and sixty (60) PDUs are recorded.

report sixty (60) Professional Note: Renewal must be completed
Development Units (PDUs) within by the 3rd anniversary of
the 3-year maintenance period. passing the exam (the date
on your certificate).

receive an email within 30 days

from the date of notification of
exam pass inviting them to register

with Credly Digital Credentials.

9. 10.
Credential Suspension for 1-Year Period Credential Expiration

If the ongoing PDU requirements are not met, If the PDU requirements are not recorded during the
suspension occurs on the 3rd anniversary one (1) year grace period following suspension, and the
of exam pass day. renewal fees paid, the credential will expire permanently.

Note: Certificants have up to one (1) year to complete Note: If the credential is allowed to expire, the
the PDU requirements and renew the CMP credential. application process must be started again from Step 1.
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2.5 Eligibility Requirements for CCMP Credential

To be eligible for the CCMP credential, certain education, experience (professional years of
experience as a change practitioner or lead) and training requirements must be met. Prior to
beginning the application process, the applicant must determine whether they meet the eligibility
requirements outlined in each section of the application. It is important to only include experience,
education and training for which documentation and references can be provided.

Education and Experience Requirements

Education and experience eligibility requirements are outlined below:

Level of Education Required Experience

Four-year degree (bachelor’s | A minimum of 4,200 hours (approximately three years) of
degree or global equivalent) professional change management experience spent as a change
management lead or practitioner.

Secondary degree (high A minimum of 7,000 hours (approximately five years) of
school diploma, associate’s professional change management experience spent as a change
degree or global equivalent) management lead or practitioner.

Experience Requirements

Each applicant will be asked to identify their experiences as a change management lead or
practitioner. Some may have focused on certain elements of the Standard more than others (for
example, Developing and Executing Change Management Plans), but experience should reflect all
five domain areas.

If experience is primarily focused on a function - for example communications, training, or project
support - the applicant may not possess enough knowledge to assure ACMP that all change
management activities identified in the Standard were independently and successfully performed.
A breadth of experience applying industry best practices like the Standard for Change Management
is beneficial.

The intent of the CCMP is to recognize those who have demonstrated knowledge, skills, and
abilities to assist individuals and organization change in all areas identified in the Standard. Itis
specifically meant to differentiate the skill set used by change managers from those who focus on
related domains such as project management, communications, and training. These are
complementary skills, but insufficient to demonstrate the skills required by a professional
practicing change management.

Training Requirements

Applicants are required to fulfill twenty-one (21) hours of structured change management
training. The CCMP credentialis not a training program. Each applicant must determine the
training they wish to submit on the application, or embark on, to meet this requirement. To meet
CCMP certification requirements, training must be:

1. Live, instructor-led (classroom or online) or self-paced/blended (refer to Section 3.5 for
details).
|
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2. Focused on change management and aligned with the ACMP Standard.
3. Completed within seven years of the application submission date.

Some applicants want to submit training that they lead or have led as qualification for the training
requirement. This submission would not meet the eligibility requirements; however, completion of
a train-the-trainer program for a change management course can be applied provided the course
content aligns with the Standard.

Training may be live, instructor-led (classroom or online) or self-paced/blended. Refer to Section
3.5 for detailed information about the documentary requirements for each training type. Attending
lecture style webinars or conference sessions does not meet the eligibility requirements for the
CCMP.

Training must align with the Standard and must have been completed within seven years prior to
the application submission date. For example, an application submitted on August 1, 2025 must
include training completed on or after August 1, 2018, to meet the seven-year requirement.

There are many courses that will satisfy the requirement. While using one of ACMP’s Qualified
Education Providers (QEPs) is not required, itis recommended as these courses have been
formally reviewed and confirmed as being aligned with the Standard. Training taken with a QEP is
considered ‘pre-qualified’ (completion will be verified), but does not guarantee the successful
achievement of the CCMP certification, which requires that each applicant meet all the credential
requirements and pass the CCMP exam.

Change management training taken through an alternate provider is categorized in the application
as non-QEP training. Such entries require the upload of detailed supporting documentation to the
CCMP application so that ACMP can identify potential alighment between the content of the
training program attended and the Standard. If unsure about course alignment, the applicant
should download the Standard and conduct a comparison to determine if clear crossover exists
between the course and at least one of the five domain areas. The applicant bears the risk of having
a non-QEP course not accepted for the training requirement.

Refer to Section 3.5 for a detailed list of non-QEP training documentary requirements. ACMP
will not assess non-QEP courses prior to submission of the paid application.

Change Management Experience Essay Questions

The CCMP application requires the completion and submission of three essays. Applicants are
offered five essay topics, each of which corresponds to one of the five domains in the Standard.
The essay questions provide the applicant the opportunity to describe how - through their own
personal work experience - they responded to a variety of typical change management situations.

Each set of essay submissions is evaluated by a team of reviewers, who are seasoned change
management practitioners and academics. Essays are evaluated using a rubric to assess the
applicant’s responses. The review process normally takes two to three weeks but can take up to
forty-five days.
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2.6 Statement of Understanding

After completing the application, the applicant will be asked to acknowledge a Statement of
Understanding, attesting that the information submitted is true, represents work completed and
that the applicant will abide by the Code of Ethics.

2.7 Audit

The audit process is a key component of the CCMP credential and serves to uphold its high
standards.

ACMP randomly selects a subset of applicants and certificants to verify that their submitted
documents are correct.

Requirements:
If selected for audit, an applicant will be contacted via email and will be required to submit, within
ninety days:

e Copy or photo of highest education level (e.g., degree or diploma) obtained;

e Evidence indicating the completion of at least twenty-one hours of formal change
management training alignhed to the Standard (including paid invoice, course content and
proof of completion); and

e Completed Employment Verification Form (s), verifying each experience entered on the
application. This involves contacting each present or past employer or client so that they
can validate the work experience and sign the form. If the employer or client is no longer in
their previous role or has left the organization, they can still respond. Alternatively,
someone else familiar with the work experience entry can complete the form.

If selected for audit, a certificant will be contacted via email and will be required to submit, within
ninety days:

e Evidence of completed Professional Development Units (PDUs).

Passing the Audit

Applicants who pass the audit continue in the program, with their application proceeding to the
review process. The one-year examination eligibility period begins when the application is
approved.

Certificants who pass the audit retain their credential and continue for the next three-year PDU
maintenance cycle.

Failing the Audit
Failure of the audit will result for an applicant or certificant if:

e Therequired documentation is not provided within ninety days of the audit notification.

e Theindividual submits wrong or incomplete information.
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e The submitted information does not adequately verify what was submitted in the
application.

e Documents appear to be counterfeit or generated by the applicant or certificant
him/herself.

e Anapplicant’s change management training was completed outside of the seven-year
window at the date of application submission.

e The applicant or certificant does not verify their education and attempts to submit a
substitute (regardless of its authenticity/eligibility).

e Employer returns an Employment Verification Form which does NOT verify employment
information or refutes the scope of the work such that the person can no longer claim they
have experience across more than one domain of the Standard, or reduces the time in the
role such that the person no longer meets minimum requirements for experience.

Applicants who fail the audit will not proceed with their application and may request an application
fee refund, less a $150 processing fee. They will not be permitted to return to or reapply for the
CCMP credential.

Certificants who fail the audit are ineligible for a refund and may have their credential revoked.
They will not be permitted to return or reapply for the CCMP credential.

NOTE: While the selection process for an audit is random, ACMP reserves the right to select any
applicant or the certificant for audit at any time, including after the credential has been awarded.

2.8 CCMP Credential Fees
AllCCMP fees are in U.S. dollars.

Application Fees

ACMP Member | $595

Non-Member* $795

Certification Maintenance Renewal Fee

A certification maintenance renewal fee is required every three years in order to maintain
credential holder status. This is based on a certificant’s individual award date and certification
cycle and their completion of sixty required Professional Development Units (PDUs).
Certification maintenance renewal fees are based on a certificate holder’s ACMP membership
status.

ACMP Member $100
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Non-Member $150

Essay Re-submission Fee

An essay re-submission fee applies to applicants who do not pass the essay portion of the
application on the first attempt and wish to continue pursuing the credential. Each applicant may
submit up to two more paid essay submissions within one year from the date of their original
application submission. If, after one year from the original application payment date, the applicant
has not passed the essay and wishes to continue pursuing the CCMP credential, they will be
required to begin the application again, at full cost.

ACMP Member | $75

Non-Member $150

Re-examination Fee

Re-examination fees apply to the second and third attempts to pass the examination. Candidates
have one year from the original date of application acceptance to complete the exam successfully.
If the exam is not passed on the first attempt, two more paid attempts are permitted within the
same one-year period.

ACMP Member | $300

Non-Member $375

Exam Re-Scheduling Fee

Booked exams may be rescheduled. If areschedule request is received within thirty days of an
existing exam booking, a reschedule fee must be paid by the applicant before the exam booking
can be changed. This rate is the same for both ACMP members and non-members.

ACMP Member or Non-Member | $150

Release of Exam Results to Third Party

Requests to share an exam outcome with a third party must be submitted via written request and

emailed to credentials@acmpglobal.org specifically identifying the details required (for example,
|
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the exam date, pass/fail status, etc.) that the third-party should receive. A $50 fee per request will
apply. Note: ACMP retains individual exam scores as well as the exam passing rate and score in
confidence, therefore these details will not be shared.

Certificant Retired Status

For certificants with a ‘retired status,’ there is a $100 processing fee. Refer to Retired Status
section in this handbook.

Audit

No extra fees are charged to applicants or certificants who are randomly selected for audit.

2.9 CCMP Refund Policy

Refund requests will be processed within fourteen days from the confirmation date that a refund
has been approved.

Withdrawing from the Exam (Application Approved)

To obtain arefund on the CCMP credential application process, an applicant must provide a
written request to credentials@acmpglobal.org at least thirty days prior to the exam eligibility
expiration date. ACMP will retain a processing fee of $150.

ACMP will not provide a refund in the following instances:

1. The one-year eligibility period has expired and applicant has (a) not scheduled /
rescheduled the exam, or (b) not requested a refund in writing. A full re-application fee will
apply.

2. Exam was scheduled but not attended and applicant did not provide the necessary
cancellation/rescheduling refund request notification thirty days prior to the one-year exam
expiration. Are-examination fee will apply.

3. Exam was taken and failed;

A certificant failed an audit of the PDU requirements as part of ongoing certification
maintenance.

If a candidate decides to withdraw from the application process and has an exam scheduled, they
must request cancellation of their booked exam via email to credentials@acmpglobal.org at least
thirty days prior to the exam date. An application refund be processed and ACMP will retain a
processing fee of $150.

NOTES: Fee(s) paid may not be applied towards any other financial aspect of ACMP or CCMP.
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Failing an Essay Question

Applicants who do not pass the essay portion of the application are encouraged to try again
provided that the new responses are submitted within one year of the original application payment
date and the essay resubmission fee is paid. If the applicant does not complete the new essay
responses within one year, but wishes to continue in the program, the applicant will be required to
submit a new application at full cost. Alternately, an applicant who does not pass the essay portion
of the application and wishes to seek a refund can do so by sending a written request to
credentials@acmpglobal.org within one year of the original application payment date. Refunds are
subject to a non-refundable processing charge of $150.

Failing the Non-QEP Training Requirement
For applicants whose non-QEP training submission is not accepted, two options are available:
Applicant may end the application process and request a refund, minus the non-

refundable processing charge of $150 by sending a written request to
credentials@acmpglobal.org within one year of the application payment date.

Applicant may continue pursuing the credential and retain their current application by
including other completed training within one year of the original application payment date.
There is no charge to retain the application on file while pursuing other training. However, if
the applicant does not submit updated training documentation within the one-year period,
but wishes to continue in the program, the current application will be considered forfeited
and not eligible for a refund. To continue, the applicant would be required to submit a new
application, at full cost.

Failing an Exam

ACMP does not offer any refund in the event that an applicant fails the exam. Applicants are
encouraged to re-take the exam up to two more times within one year after the application
approval date. Additional exam fees apply.

Failing an Audit

ACMP will provide a refund if an applicant, randomly selected for an audit, fails verification during
the application process. In this instance, applicants must request a refund, minus the non-
refundable processing fee of $150 within one year of the original audit notification date.

2.10 About the CCMP Exam

The CCMP exam is composed of 150 multiple-choice questions, twenty-five of which do not affect
the score. These twenty-five are included to gather statistical data for future exam development,
are indistinguishable from other questions, and are randomly placed throughout the exam. A
maximum of three hours has been allotted to complete the exam.

Computer-based testing (CBT) is the standard method of exam administration by ACMP. The exam
may be taken online or at an onsite location; both are proctored by ACMP’s testing partner,
Kryterion.
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CCMP exam questions were developed in accordance with:

e ANSI/ISO/IEC 17024 standards

e Aglobal, independent team of change practitioners (Iltem Writing Group)
e CCMP exam specifications

e The ACMP Standard for Change Management and Code of Ethics.

3. CCMP Application and Payment Process

The online application requires the completion of eight steps. To ensure that eligibility criteria is
met, all relevant details pertaining to education, change management experience and training
should be gathered prior to beginning the online CCMP application process.

Create a Candidate Management System (CMS) Profile

Begin CCMP Application

Enter Education

Enter Experience

Enter Change Management Training

Complete Essay Questions

Complete Statement of Understanding and Code of Ethics

N O RODb =

Submit Payment

3.1 Create a Candidate Management System (CMS) Profile

Click Apply Now on the CCMP webpage to access the CCMP Hub and begin the profile creation
process. From the CCMP Hub, click Become a CCMP to proceed to the application registration
step.

CCMP™ | QEP™ Hub

The CCMP | QEP Hub is where you access your application as either a CC
Finally, the CCMP verification tool is used to lookup current CCMPs.

Login to the Candidate Management System to review and complete you
Education Provider™, as well as submit Professional Development Units

Certified Change Management Professional (CCMP) Application

To begin your CCMP application, click the orange button below to create your profile. Once
your account is created, return to this page anytime to login to your account.

cowe |
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Complete all required fields in the Register for an Account box and once complete, click the
orange Submit button to proceed to the Email Confirmation screen.

Ensure that the name entered on the application matches the name shown on the primary
government-issued identification. On exam day, the test taker must present identification matching
the name provided on the CCMP application. If these do not match, the test taker will not be
permitted to take the CCMP exam and the exam fee will be forfeited.

Register for an Account

Complete Registration Confirmation

A Registration Confirmation email message will be sent to the email address registered to the
profile. Open the message and proceed with one of two options:

Click the link provided in the email to launch a new Email Confirmation browser window then click
Continue.

NOTE: this action automatically confirms the account. The entry of the confirmation code is not
required and the Email Confirmation screen can be closed .
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OR

Copy the Confirmation Code from the email and return to the Email Confirmation screen. Paste
the code into the Confirmation Code field and click Continue.

Registration Confirmation

0 askccmp@acmpglobal.org 5 Reply all

You ¥

Dear Ima Tester,

Thank you for your registration. Please click this link to confirm your email
and activate your account:
httpe://acmp.leamningbuildercom/Public/Registration/AutoConfirmEmail/3§

code=YHBZOQLZYJBOQSC

If you prefer, you may navigate to this page manually,
1) Go to

https://acmp learningbuildercom/Public/Registration/ConfirmEmail/362
2) Enter Confirmation Code: YHBZQLZYJBQSC

After clicking Continue, a confirmation email will be sent to the registered email address. Click the
link to return to the login page and access the newly created application profile.

Email Confirmation Completed

Email confirmation has been completed. Please visit the Login Page to log in.

Logon to the newly created CCMP application profile using the established credentials.

CCMP™ | QEP™ Hub

The CCMP | QEP Hub Is where you access your application as either a CCMP or as a QEP. From here, you can also find a list of current QEP education cd
Finally, the CCMP verification tool is used to lookup current CCMPs.

Login to the C y to review and complete your application for the Certified Change Pr or Q
Provider™, as well as submit Professional Development Units (PDUs) for the CCMP.

Certified Change Management Professional (CCMP) Application
To hegin your COMP application, click the orange buttan below to create your profile. Once yaur Login
sezount is created, retum to this page anytime to login 1o your sccount,

P — "
CCMP | QEP Ci ¥

Enter your unlque user 1D or emall Bddress nd password below to lagin and

access your COMP andfor QEP account. For credential holders, this Includes
QEP Change Management Courses entering PDUS.

NOTE: ASA Membership Jogen eredlantiols sve separste from shose used! for CEMP an3 OEP socounts,
View the completa list of cur QEPs and each of their course offesings. To learn mare about P o T B L
ench provider's enurss and pricing, please visit the individual provider website.

User ID or Email

" 1 . . Password
Qualified Education Provider (QEP) Application

To become a QEP, click the rangs button below to create your profile snd begin your QEP
aeplication. Once your secount is ereated, returm te this page anytme lo Manage yaur scesunt
ard newfexlsting course applications.

Besome s 067
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Start the CCMP application process by clicking the orange Begin CCMP Application button.

Ima Tester: Account Details

K the orange button below to begin your application. Throughout the application, you can hover

Ima Tester Available Roles

Primary Email: heuristicstesting@outiook.com ]

Member Type: Person

3.2 Begin CCMP Application

Complete allfields in the Begin CCMP Application window. At this step, the applicant will be
automatically assigned a unique CCMP ID. This permanent, unique identifier will follow the
applicant throughout the CCMP credential and maintenance process. Itis also referredtoas a
Candidate Management System (CMS) ID and appears on the digital CCMP certificate and badge.

Current Organization may be either the current place of employment or self-employed status.
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Practitioner: Begin CCMP Application

Please answer the following questions to begin your application for CCMP Eligibility.

If you have more than one credential, separate with commas.

CCMP ID: C007836 ?

MName, as you would | |
like it to appear on :
your certificate*:

Date of Birth*: MM/DD/YYYY |23

Current
Organization*:

Professional Title*:

@ Industry in which you | Select Industry - |
work: . d

Region in which you | Select Work Region v |
primarily work*: . d

O List degrees,
certificates, and
credentials you
currently hold:

When all fields are complete, click the green Continue button to proceed to the next step.
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The Applications window will appear. Click the orange Begin button to proceed to the application.

Applications

Click the orange button below to complete the next step.

[C007836 / Applicant]

Application Status
@ CCMP Application Available

Application for CCMP Certification

A blank CCMP Application window will appear, showing each section of the application:
Education, Experience Summary, Change Management Training and Change Management
Experience Essay Questions. These sections may be completed in any order; the applicant may
complete the application in parts and save it to return to at a later time.

CCMP Application (8/10/2021 to 8/9/2024) = shaw vetails

© © Completing Application

Education [=]

© Show Less Instructions
Enter the highest level of education that you have attained first. Then continue to “Add Education” for other degrees or tha intemnaticnal aquivalant.

© Experience Summary =)

© Show Mare Instructions
Add cl\ange mansgement expe.'ience as needed to meet the requirement.

Project End (atn CM Hours

I ————
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3.3 Education

Click the blue Add Education button, then in the Add Details box, enter details about the
educational qualifications attained. Applicants who hold several degrees may enter as many
instances of education as desired, but only one is required.

This section calls for the following details:

Highest Level of Education Completed: Select either the four-year degree or secondary
education from the drop-down menu. Applicants who hold a degree that is greater than four years
should select the four-year degree option. In the following box, enter the name of the school that
granted the education.

Degree/International Equivalent: Select an option from the dropdown list.

Name of Degree or Diploma: If the highest level is greater than a four-year degree, enter the name
of the highest degree attained. Only the highest level of degree is required. Examples: Masters or
Doctorate.

Completion Date Answer: Enter the date of award of highest level of education.

Education: Add Details E

Please enter the highest level of

Select What level of education have you completed ¥
ion you have leted. *

Please enter the name of the
school that granted your
education. *

Please select the degree or Select School Degree
international equivalent. *

If your degree or diploma is not
listed above, please enter it here.

Please enter the full name of your
degree or international equivalent.
*

Instructions: Please enter the date you completed the course.

Completion Date Answer* MM/DD/YYYY

Save & Finish Later Cancel [T

Once complete, click the orange Submit button. When the section is complete, a green
Completed button will display.
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3.4 Enter Experience

Click the orange Enter Experience button, then in the Enter Experience box, record details about
the experience attained. Applicants may add as many individual change management projects as
they wish in order to meet the required total of work experience hours. Work experience may detail
projects completed in different capacities such as employee, consultancy or self -employed and
can date as far backin the applicant’s work history as needed.

e Four-year degree holders must record a minimum of 4,200 hours of change management
work experience.

e Forthose whose highest level of education is secondary education (high school or
equivalent), a minimum of 7,000 hours of change management experience is required.

Experience Name: Provide a title of the work of project being recorded. Examples include: SAP
implementation or Supply Chain Redesign.

Your Role: Select Change Management Lead, Practitioner or Other from the dropdown list. If
selecting Other, complete the next field, indicating the title or specific role held in the project.

Start Date and End Date: Enter the start and end dates of the project or initiative.

Change Management Hours Worked:

Calculate the number of hours worked and enter the total. The system will tabulate the total
number of hours entered for all work experience entries and validate it against the CCMP
requirements.

Typically, change projects will require varying levels of hours worked depending on the stage in the
change lifecycle. Itis likely that additional hours may be worked in alignment to specific delivery
milestones or leading up to the final stages of the change initiative. Applicants are advised to
review their change management experience history and reflect the actual effort expended in the
change management hours worked.

Example: An applicant worked on a project for three years and for the first two years, worked for
48 weeks each year, 40 hours/week = 96 (48 x 2) x 40 = 3,840 hours. In the third year, they worked
for 12 weeks at 50 hours/week = 12 x 50 = 600 hours. The total would then be 4,440 hours which
surpasses the minimum requirement of 4,200 hours.

Organization Name

The name of the organization for which the work was performed. If the role was in a consulting
capacity, the name of the consulting firm or client may be used. If confidential, use a description
such as ‘a large financial institution’.

Summary of what you did

Provide a summary of the change management initiative that includes the objective(s), outcome(s),
and role description (up to 500 words).
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Change Management Experience: Enter Experience

e

Experience Name*:

Your Role*:
Other X &
Change Management Lead

Practitioner

o —

MM/DD/YYYY 55

End Date*:
MM/DD/YYYY

© Change Mgmt hours
worked*:

© Organization
Name*:

Instructions:

Provide a summary of this change management initiative (up to
500 words) that includes the initiative objectives and ocutcomes,
and a description of your role as change management lead or
practitioner.

© Summary of what
you did*:

Rl submit |

Once complete, click the green Submit button. When the entry is complete, a green Accepted
button will display. Continue adding work experience entries by clicking the Add Additional
Experience button. The system will tabulate entries as they are completed.
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3.5 Enter Change Management Training

A minimum of twenty-one (21) hours of structured change management training (classroom, online
or self-paced/hybrid), taken within the past seven years and aligned with the Standard is required.
Multiple courses may be entered to meet or exceed the twenty-one-hour requirement; however,
each must meet the eligibly requirements and be aligned with the Standard.

Training may be either of the Qualified Education Provider (QEP) type or non-Qualified Education
Provider type.

Qualified Education Providers

Qualified Education Provider (QEP) courses are training courses that have been formally reviewed
by ACMP and are pre-approved as being aligned with the Standard. They may vary in hours and
each is automatically populated on the application form when selected by the applicant.

Non-QEP Courses (‘Other’)

Training courses not listed in the QEP Directory are considered Non-QEP training and will be
evaluated by an assessor once the application is submitted and paid. Non-QEP courses must align
with at least one domain of the Standard. Before submitting an application, applicants should
crosscheck course topics alongside the tasks listed in the Standard to ensure clear alighment
exists. Only the portion of the course that aligns with the Standard will be eligible for training hours.

Recorded and live webinars or conference/seminar attendance are not permitted on the initial
application.

Some applicants wish to submit training that they lead or have led as qualification for the training
requirement. This submission would not meet eligibility requirements however completion of a
train-the-trainer program for a change management course can be applied provided the course
content aligns with the Standard.

The application requires that the following details are provided:

Training provider/organization name;
Course title;
Course start and end dates; and

i

Upload supporting documentary evidence (see below).
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To allow ACMP to assess the eligibility of a course, all supporting evidence noted below is required
for each non-QEP course submission:

Live, Instructor-Led Course (In-Class or Online)

1. Course title;

2. Course start and end dates along with the number of hours of live, instructor-led change
management instruction (not including breaks). Be clear about what parts of the course
focused on change management;

3. Course description or overview and objectives/learning objectives indicating expected
course learnings or knowledge gained;

4. The course outline (headings and subheadings of the topics/modules/chapters and any
accompanying description);

5. Daily time table indicating a breakdown of the change management topics covered
throughout each day of training delivery (exclusive of breaks);

6. Description of the course structure and interactive element;

7. Verifiable proof of completion (certificate of completion or transcript that includes the
name of the training provider, participant’s name, course name and date of completion).

Self-Paced/Blended

Only non-QEP self-paced/blended course submissions that include two (2) or more hours of
instruction and are accompanied by the detailed requirements below will be considered towards
the required 21 hours of training. Courses shorter than two (2) hours each or a mix of courses
shorter than two hours each will not be accepted. Additionally, each course must be owned and
managed by a registered organization. The following mandatory information must be included in
every submission. Failure to provide the required information or documents will result in a delay of
the application review or denial of the training submission.

Course title;

2. Course start and end dates along with the number of self-paced instructional hours
spent on change management learning (evidence must be provided showing the course
length). Be clear about what parts of the course focused on change management;

3. Course description or overview and objectives/learning objectives indicating expected
course learnings or knowledge gained;

4. The course outline (headings and subheadings of the topics/modules/chapters and any
accompanying description);

5. Evidence showing how the learner can ask questions about the course content and
receive responses in a reasonable timeframe. Acceptable communication methods are
online chat within the course platform or email to the course instructor or training
organization.

6. Proofthatthe learner must complete and pass intermittent quizzes during the course or
a final structured comprehensive exam that tests the learner’s knowledge about the
entire course. Assignments, research, case studies, presentations or individual or
group projects will not be accepted as a substitute for this requirement;
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7. Verifiable proof of completion (certificate of completion or transcript that includes the
name of the training provider, participant’s name, course name and date of
completion).

The information must be submitted in English; consider using Google Translator or other
translation applications to provide the course information in English.

Screenshots and pictures are acceptable; for example, photos of the course outline, screenshot of
the course description from a website, as long as it is legible. Ensure that all required supporting

documentation is gathered and uploaded prior to submitting the application to avoid delays in
the review process or a rejection of the application due to incomplete information.

To begin entering training, click the blue Add Training button. The complete list of QEP courses will
appear in a list format under the heading Search Results. To search for a specific course, use the
Search or Course Type boxes to narrow the list.

@ Change Management Training =

© Show More Instructions Add Training
Applicants must document 21 hours of instructor-led change management training, completed within the past 7 years.

Select Activity

If the course you completed is not listed, select Other (Non-QEP)" from the Course Type drop-down menu, click Search, then select non-QEP vendor training. When you select
"Other (Mon-QEP)" you will be required to enter details about the course and upload supporting documents in the next step.

Search Course Type

Searches multiple fields

Other {Non-QEP)

QEP Classroom m
QEP Live Online

QEP Self-Paced/Blended
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To enter a non-QEP course, select Other (Non-QEP) from the Course Type box and click Search.
Then, click the blue +Select button to add a new training entry to the application. Then, enter
details about the course and upload the required documentation.

Select Activity X

If the course you completed is not listed, select Other (Non-QEP)" from the Course Type drop-down menu, click Search, then select nen-QEP vendor training. When you select
"Other (Non-QEP)" you will be required to enter details about the course and upload supporting documents in the next step.

Search Course Type

Searches multiple fields Other (Non-QEP) %

Search Results

Activity ID Activity Title Course Type Provider Approved Hours

n Q000007 Non QEP vendor training Other (Non-QEP) Other 0

3.6 Complete Essay Questions

The essay section of the application contains five essay questions, each of which corresponds to
one of the five domains outlined in the Standard. Applicants must select and complete three of the

five essay questions (do not respond to more than three questions as the system only allows for
three responses).

The Essay portion of the application provides the applicant the opportunity to describe how,
through their own personal work experience , they responded to a variety of typical change
management situations and how their experience aligns with the Standard.

Each essay cannot be longer than 500 words and should be constructed in a traditional essay
format that includes an introduction, body, and conclusion. Shorter answers (less than 100 words)
likely are not sufficient to address all parts of the question. Use personal work experiences and
examples to respond, ensuring that all parts of the question are addressed.

Tip: Draft answers firstin a word processing program and use it to check the word count.

Change Management Experience Essay Question: Answer Essay Questions

Please answer 3 of the 5 essay questions listed below.

Your answers should be limited to maximum of 500 words.

Domain 1:

s a8 e IS BT U akx X B £ Fomat

0]
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3.7 Complete Statement of Understanding and Code of Ethics

Each applicant must agree to, and accept the ACMP Statement of Understanding and Code of
Ethics in order to submit the application. Once the Statement of Understanding is accepted, by
clicking the Review Statement button, then clicking Accept, the applicant may proceed to the
payment step by clicking the orange Submit Application button.

Completing Application

You have completed the requirements to submit your CCMP application.

3.8 Payment
Payment must be completed before the application can be reviewed and processed.

After clicking Submit Application, the CCMP Application Communication Options box will
appear. Complete the required fields, then click the blue Next button to proceed to the
Membership tab.

CCMP Application: Application Submission: ACMP Communication Options

You have completed the requirements to submit your CCMF application.

If you would like to receive additional emails and communications from ACMP on

ACMP y

o icat conferences, events, news, updates and more, select "Yes, | agree to be added to

o :I:II'I'ILII'IID on ACMP’'s mailing list* By making this choice, you acknowledge that you will be placed on
ptions

ACMP's mailing list. Collected information will never be sold to another entity and will
be used solely for ACMP’s own information and mailings. You can unsubscribe at any
Membership > time to receiving emails by clicking the unsubscribe link at the bottom of ACMP emails
or by contacting help@acmpalobal.org.

Pick one*:

Select ACMP Communications Options v
Please enter a promo code,
if applicable:
How did you hear aboutthe | Seject How did you hear about the CCMP? v
CCMP7*:

Next > I

Cancel

In the Membership tab, select Yes or No from the ACMP Member dropdown box. If Yes is
selected, membership will be validated before the application review process begins. Non-ACMP
members wishing to take advantage of the reduced fee for ACMP members may join ACMP first by
navigating to the ACMP membership web page and completing the membership process
separately.
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CCMP Application: Application Submission: Membership

You have completed the requirements te submit your CCMP application.

ACMP > Please select your ACMP membership status. Click the "Next” button to continue.

Communication

Options
Are you currently an ACMP | gelact ACMP Member .
member?

Membership Yes

No

< Previous I
Cancel m

Click the orange Next button to proceed, then click Next again to move past the application
submission acknowledgement step.

CCMP Application: CCMP Application Submission

By this I that | will receive emails about the CCMP credential that | am
applying for today. Please review ACMP’s Privacy Policy. If you have please contact
help@acmpaglobal.org. Purchase of this product or service means that you acknowledge that you have been
provided this information.

CCMP Application: Payment Due

Amount to be paid*: Title: CCMP m
Application and Exam

Fee (ACMP Member
Rate)
Amount: § 595.00

Once payment is submitted, the application will enter the review phase. If selected for audit, the
applicant will be notified within twenty-four hours. The complete review period typically takes two
to three weeks to complete, but can take up to forty-five days if application volumes are high or if
the application is incomplete and requires follow-up with the applicant.

If the education, work experience, training and essays are accepted, the applicant will be notified
by email and provided detailed instructions on how to schedule the exam.
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4. Exam Policies and Procedures

4.1 Candidate for CCMP Exam

When an application is approved, the Applicant becomes a Candidate and may book their exam.

Upon application acceptance, an email will be sent advising next steps. This emailincludes a
Kryterion exam Voucher Code, which is used to schedule the exam, the candidate’s unique
Candidate Management System identification number (CMS ID) and a link to create a Kryterion
account and schedule the exam.

Candidates have one year from the application acceptance date to complete the exam
successfully. If the exam is not passed on the first attempt, two more paid attempts are permitted
within the same one-year period. If the exam remains incomplete or failed three times within the
one-year eligibility period, the candidate will be required to reapply for the credential and the full
application fee will apply.

ACMP cannot guarantee availability at the testing centers. Therefore, ACMP recommends
scheduling the exam appointment as soon as possible and at least three months prior to the
expiration of the one-year eligibility window.

4.2 CCMP Exam Specification

The CCMP exam was developed from the CCMP Exam Specification, which is based on the
Practice Analysis used to develop the Standard. The exam includes questions on the five domain
areas (process groups) plus several questions from the Concept Section of the Standard and Code
of Ethics.

The exam format is ‘closed book’ multiple choice and will take place at a proctored Kryterion
testing center or via online-proctored session in your own home or office. The candidate has the
option to choose the preferred format. Each question requires only one choice. To learn more
about the CCMP exam, visit the ACMP website.

Language Used for Application and Exam
Currently, the application process and the exam are only available in English.

4.3 ACMP Test Accommodations for the CCMP Exam

Applicants with a documented disability or any other medical condition that may present a barrier
to the exam may request a test accommodation. Applicants must submit a Test Accommodation
request at least thirty days prior to the planned exam date. All test accommodation requests must
be accompanied by an uploaded supporting medical or health-related document.

ACMP will review the test accommodations request, confirm if the request can be accommodated
and make reasonable efforts to accommodate the request. In instances where the local testing
center or online proctor cannot provide for the test accommodation, ACMP will work with the
applicant to identify a suitable alternative. Additional costs for test accommodations may apply if
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ACMP needs to procure additional equipment for the applicant, for example, a read-writer for a
visually impaired applicant.

ACMP is unable to add any additional test accommodations to an existing exam appointment.

4.4 About the CCMP Exam

Kryterion Account

All candidates are required to create a Kryterion exam account using the using the link provided in
the exam notification email. A summary of the required steps is outlined below. For more detailed
instructions, refer to the Quick Reference Guide that is also linked inside the exam notification
email.

1. Click the exam registration link from the exam notification email.

2. Create an exam account by typing a username and password.
NOTES: The unique CMS ID is in the exam scheduling email.
Retain the exam scheduling email and other related correspondence for record keeping
purposes.

Scheduling the Exam

To schedule either an online or onsite exam, follow the step-by-step instructions outlined in the
Quick Reference Guide, which is also linked inside the application acceptance email.

Onsite Exams: Upon completion of an onsite exam reservation, a system-generated confirmation
email from the Kryterion system will be sent, providing a unique Test Taker Authorization Code.
This code must be presented at the exam center on exam day along with two forms of
identification.

Online Exams: Before selecting and scheduling the online option, review the Kryterion support
site. The online exam requires the installation of specific software and the use of an external web
camera ONLY. For support with the required software installation please contact Kryterion
support.

What to Expect on Exam Day: On-Site Exam

Arrive at the testing center at least 75 minutes early with the printed Test Taker Authorization
Code and exam confirmation in hand. The exam proctor will require the Test Taker Authorization
Code to load the exam.

Two forms of identification must be presented to the exam proctor; one must be a government
issued photo ID from the Primary Identification list and the second one can be from the
Secondary Identification list below.

All forms of identification must be valid and not expired. The name on the primary
identification must match the name provided in the CCMP application and on the Kryterion
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exam booking profile. If the names do not match, the Candidate will not be permitted to
take the CCMP exam and the exam fee will be forfeited.

NOTE: In the United States, a Social Security card is not an acceptable form of identification.

Primary Identification
e Government (Local, State, Province or Country) issued driver’s license or identification card
e Passport
e Military Identification

e National Identification card

Secondary Identification
e Bankdebit or credit card
e Employee Identification card
e Student Identification card
e Retailmembership card

e Wholesale membership card

Personal Belongings

All personal belongings such as cell phones and smart watches, except identification, will be
stored and not accessible during the exam session. The use of pens, pencils or any other writing
instrument or the use of scrap paper, whiteboard or any other writing surface is prohibited.

Food and Drink
Food, drink, chewing gum, or tobacco products are not permitted in the testing area.

Breaks

There are no scheduled breaks during the exam, although a break may be taken if needed. During a
break, the clock will continue to count down the remaining time to complete the exam. Note the
specific instructions provided by the individual exam center on what constitutes an ‘approved
break.’

Test Accommodations

Notify a staff member upon arriving at the testing center if test accommodations have been pre-
requested and confirmed. The staff member will confirm the test accommodations specified and
any additional equipment and/or access required.

Results

The CCMP exam result will be provided on the computer screen immediately upon completion of
the exam.
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What to Expect on Exam Day: Online Exam

Candidates are recorded during the entire exam experience. Refer to the detailed instructions

outlined on the Kryterion support site regarding exam environment rules and the complete online

exam requirements including the mandatory use of an external web camera that is properly placed.
e Theroom must be well lit, quiet and free from distractions.

e Thetesting surface must be clutter-free and contain only one computer, one monitor, one
keyboard and one mouse.

e Watches, bracelets and necklaces are not permitted to be worn during testing. All items
from neck and wrists must be removed.

e Pens, pencils or scrap paper are prohibited.

e Interaction with another individual during the test is not permitted.

e Dual monitors are prohibited.

e Breaks or leaving the workstation are not permitted during the exam.

e Testtakers may not lean out of the camera view during the test session. The proctor must
be able to see the test taker and exam space at all times, with the camera positioned at a
90-degree angle to show the test taker and exam space in profile.

e Cellphones are not permitted in the testing area.
e Readingthe exam aloud is prohibited.

e Food, drink, chewing gum, or tobacco products are not permitted in the testing area.

4.5 Rescheduling or Cancelling Exam Policy

ACMP’s exam cancelation and/or rescheduling policy is as follows:

Requestis More than Thirty (30) Days Away before a Scheduled Exam Date

There is no charge for canceling or rescheduling an exam booking if the requestis made more than
30 days from the scheduled exam date.

Requestis Less than Thirty (30) days before a Scheduled Exam Date

A $150 administration fee will be charged by ACMP to cancel or reschedule an exam if the request
is made within 30 days from the scheduled exam date.

NOTE: Refer to the Extenuating Circumstances section below to learn about emergency changes
or cancellations.

No Shows

If a candidate does not show up for an online or onsite scheduled exam, no exam fees will be
refunded as ACMP will be charged in full for the missed sitting. Exam fees and/or previously issued
vouchers are not transferable to a new exam booking.

Extenuating Circumstances

ACMP understands that there are times when personal emergencies may cause a candidate to:
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1. Reschedule or cancel an exam within thirty days of the appointment, or
2. Miss ascheduled exam appointment (resulting in a no-show status).
These are referred to as extenuating circumstances and can include:

e Medical emergency
e Military deployment
e |llness or death in the immediate family
e Natural disaster
*Extenuating circumstances do not include work-related circumstances.

If extenuating circumstances force a candidate to either miss a scheduled exam appointment
(resulting in a ‘no-show’ status) or cancel (within thirty days of a booked date), they must contact
ACMP within seventy-two hours of the cancelation or missed exam sitting, via email at
credentials@acmpglobal.org with an explanation and supporting documents (e.g., accident report,
medical documentation, etc.). The extenuating circumstance will be assessed and if approved by
ACMP, the administration fee charged to reschedule an exam will be waived. If the extenuating
circumstance claim is not approved or the candidate does not contact ACMP within seventy-two
hours, payment of the full exam re-take fee will be required in order to schedule a new exam.

Failing the Exam

Candidates may take the CCMP exam a total of three times, if required, within one year of the
application approval date (‘one-year eligibility period’).

An exam re-take fee will be charged for the second and third exam attempts. All exams must be
completed within the original one-year eligibility period.

4.6 CCMP Exam Security and Confidentiality Policy

The CCMP exam and any other exam-related materials remain the sole and exclusive property of
ACMP. These materials are confidential and are not available for review by any person or agency for
any reason.

The pass/fail status of the CCMP exam is confidential and will not be disclosed to anyone without
the test taker’s consent, unless directed by valid and lawful subpoena or court order. Requests to
share an exam outcome with a third party must be submitted via written request and emailed to
credentials@acmpglobal.org specifying the details required (for example, the exam date, pass/fail
status, etc.) that the third-party should receive. A $50 fee per request will apply. Note: ACMP
retains individual exam scores as well as the exam passing rate and score in confidence, therefore
these details will not be shared.

Terminating an Exam Appointment / Grounds for Dismissal

Candidates are expected to conduct themselves in a professional manner during the exam,
whether the exam is taken remotely or at the testing facility.

The testing center administrator/supervisor or proctor is authorized to dismiss a test taker from an
exam and ACMP may cancel a test taker’s score, or take appropriate action when there is
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reasonable basis for concluding that the test taker has engaged in any of the following
inappropriate behavior:

e Failing to provide acceptable personal identification

e Attempting to have someone else take the exam on one’s behalf
e Beingdisruptive prior to, during, or after the exam appointment
e Accessing notes or using notes or books or any other materials

e Communicating with anyone other than the test administrator or the proctor about the
exam during the exam appointment (e.g., giving or accepting assistance from others while
the exam is in progress)

e Failing to follow any of the exam regulations set forth in this handbook, or on the Kryterion
website used to schedule your exam, or given verbally by the examination administrator, or
specified in the exam materials

e Attempting to remove exam-related materials or portions of the exam in any format from
the testing room

e Attempting to tamper or render inoperable the computer used during the exam

e Engaging in dishonest or unethical behavior of any sorts

While this is not an all-inclusive list, ACMP reserves the right to take action including, but not
limited to, banning a candidate from future testing and/or canceling of scores. If scores are
canceled, the candidate will be notified of such action and its reasons, and the exam fees will be
forfeited.

Although exams are administered under strict supervision and security measures, exam
irregularities may sometimes occur. Candidate should contact the ACMP as soon as possible to
report any observed behavior that may lead to an invalid score, including all behavior listed above.
Allinformation will be held in confidence.

4.7 Exam Results and Passing Score

Exam results, indicating either a pass or fail, will be provided on the computer screen, immediately
upon exam completion and emailed to the email address registered on the CCMP application.

ACMP holds the CCMP exam passing score in confidence.

The CCMP exam passing score was determined using sound analysis and psychological
measurement techniques. Change Management subject matter experts (SMEs) from across the
globe created the exam questions and, after extensive analysis of test data, set a passing score
that establishes a “bar” that must be met by each candidate and the passing score defines that
threshold.

ASSOCIATION OF CHANGE MANAGEMENT PROFESSIONALS®
JANUARY 2026

35



CCMP Candidate Handbook

5. Credential Policies and Procedures

5.1 ACMP Complaints Process

Introduction

ACMP is committed to providing quality service by operating in a transparent and accountable way
that builds trust and respect with all stakeholders. One of the ways in which we continue improving
our service is by listening and responding to the views of our members, customers and
stakeholders, by addressing both formal and informal complaints expeditiously and by correcting
errors or mistakes.

ACMP aims to ensure that:

e Registering a complaintis as simple as possible;

e Complaints are considered a clear expression of dissatisfaction with our service and will be
responded to immediately, respectfully and confidentially using established
documentation guidelines;

e Resolutions are appropriate to the situation with a correct and fitting action taken to
remedy any complaint;

e We learn from complaints, use them to improve our service, and review them annually to
ensure that the complaints policy and procedures remain relevant and undergo continuous
improvement.

Complaints regarding the CCMP application process or exam may be submitted via email to
credentials@acmpglobal.org.

Ethics Notice of Complaint

Anyone may lodge a complaint against a certificant if it is suspected that the certificant violated the
Code of Ethics. Complaints must be submitted using the ACMP Ethics Complaint Form. The form,
complaint process and more information can be found here.

5.2 ACMP Appeals Process

Introduction

ACMP is committed to providing quality service by operating in a transparent and accountable way
that builds trust and respect with all stakeholders. One of the ways in which we continue improving
our service is by seeking resolution when an individual (Appellant) who has applied for or received
the Certified Change Management Professional certification wishes to contest any adverse
decision or proposed action affecting an application certification status or other issue or topic of
concern.
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ACMP aims to ensure that:

e Registering an appealis as simple as possible;

e Appeals are considered a clear expression of dissatisfaction with a decision and will be
responded to immediately, respectfully and confidentially using established
documentation guidelines;

e Appealdecisions are appropriate to the situation with a correct and fitting decision offered
to the Appellant;

e We learn from appeals, use them to improve our service, and review them annually to
ensure that the appeals policy and procedures remain relevant and undergo continuous
improvement.

Notice of Appeal

Anyone wishing to register an appeal may do so by sending an email containing the details of the
appeal to credentials@acmpglobal.org.

5.3 Use of the CCMP Credential

When a candidate passes the CCMP exam, they are referred to as a certificant and are authorized
to use the CCMP designation in block letters after their name on business cards, personal
letterhead, resumes, LinkedIn profile, websites, and in an email signature.

In adherence with the ACMP Code of Ethics, the CCMP designation may only be used in the manner
stated above and will not be used in company names, domain names, product names, or any other
unauthorized manner.

Credential Confirmation

The exam result email will contain the following information:

e How and when to access the digital CCMP certificate and badge.
e Linksto resources on how to maintain and renew the CCMP credential
e Linkstothe CCMP Marks Use Policy

CCMP Mark Usage

Individuals who have met ACMP’s certification standards are authorized to use the CCMP “marks.”
ACMP offers two marks: (1) CCMP® and (2) Certified Change Management Professional®.

ACMP retains all registered trademarks and other ownership rights concerning its marks.
Therefore, ACMP reserves, and may use, the full range of legal remedies and related sanctions
available under applicable laws and corporate policies to protect the marks. Infringement of any
ACMP CCMP mark will be challenged. Questions concerning the proper use of the marks should be
submitted in writing to credentials@acmpglobal.org and should include the phrase “Use of Marks”
in the subject line.
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Use of the mark is limited to certificants, those who have satisfied all ACMP CCMP criteria and
have been granted the CCMP credential with respect to the mark and program guidelines. No
provisional or interim use of the mark is allowed. Permission to use the CCMP mark may be
terminated at any time by ACMP for any breach of policies, procedures, or terms. Correct use the
CCMP mark is outlined below:
1. Always use capital letters.
Never use periods after each letter.
3. Use ® when referencing CCMP® for the first time in a document or publication, thereafter,
the ® is not required.

*Exception of ® Symbol.

For further clarification and examples, refer to the CCMP Mark Usage Examples in the Appendix
section of this handbook.

Correct Usage of CCMP™ Trademark

Correct Mark Usages Incorrect Mark Usages
v CCMP® Trademark Symbol X C.C.M.P®

X CCMP’s®

X ccmp®

6. Certification Maintenance Program Requirements

6.1 CCMP Certification Verification

CCMP credential holders are searchable by name using the verification tool located on the ACMP
website. Please note this searchable directory is different from the ACMP Member Directory, which
includes both credentialed and non-credentialed ACMP members. The verification tool stores only
credentialed individuals. ACMP membership is not a requirement for certification.

Upon award of the CCMP credential, certificants must continue to build knowledge by staying
current in the change management profession. To maintain certification status, sixty (60)
Professional Development Units (PDUs) must be logged every three years. The primary purpose of
PDUs is to:

e Enhance the continuous learning of the certificant.

e Encourage and recognize individualized learning and application of knowledge.

e Offer a standardized and objective mechanism for obtaining and recording professional
development activities.

e Sustain the global recognition and value of CCMP credential.

e Indicate to employers the certificant’s right to use the CCMP credential and that they
remain relevant and current in their knowledge of change management practices.
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6.2 Professional Development Units

PDU activities must be related to change management topics that are substantially consistent with
the knowledge domains and processes outlined in the current edition of the Standard and involve
appropriate expert resources. They should include activities spanning all five domains, without
focusing on a single area of expertise (e.g., communications):

= Evaluate Change Impact and Organizational Readiness
= Formulate Change Management Strategy

= Develop the Change Management Plan

= Execute Change Management Plan

= Close the Change Management Effort

Each hour of professional activity (with the exception of the Work Experience category), yields one
PDU unit. Some limitations may apply as described below. Only complete PDU activities may be
submitted to ACMP for PDU credit. Each unique activity must be claimed separately; multiple
activities or entire degree or recertification programs will not be accepted as a single claim but
must be broken out with descriptions and documentation clearly outlining what was
completed/accomplished.

As indicated below, the three primary PDU categories (Education, Giving Back to the Profession
and Working as a Change Management Practitioner) each contain a variety of eligible activities.

Category Maximum Units Per Guidance

Three-Year Cycle

In-person or online courses including:

e Educational events held by ACMP or its
chapters;
e Instructor-led courses from Qualified
Education Providers (QEP);
30 Units e Degree-level change management coursework
(academic courses);

Education (1 hour=1PDU) e Employer, non-QEP or other third-party
COurses;
e (Classroom, webinars, or self-paced training.
Reading, including:
e Books, articles, whitepapers, blogs (maximum
of 10 Units per 3-year period in addition to the
30 units allowed for the Education category).
Giving Back to 30 Unit Includes: creating change management content
the nits (e.g., books, articles, blogs, etc.), presenting,
Profession (1 hour=1PDU) delivering training, mentoring other change

management practitioners and volunteeringin a
|
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change management capacity (e.g., volunteering
for ACMP).

Workingina 15 Units

Change (Three months of
Management  experience per year =
role 5 PDUs)

Ongoing change management experience (5 Units
awarded per year of the 3-year maintenance
period).
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See the tables below for a detailed breakdown of individual activities contained within each of the
categories and the supporting documentation required.

Education Category: 30 Units Maximum

Knowledge and skill development related to change management (or with a close affinity to the
topic of change management). Learning activities may be either formal or informal and can include
a combination of the categories listed below to a maximum of 30 PDU units per 3-year period:

Formal Training Courses

Instructor-led formal education courses or classes held in-person or online taken through an ACMP
Qualified Education Provider or a range of world-wide training organizations. Activities may include:

e Educational events held by ACMP chapters;

e In-person or online instructor-led courses from Qualified Education Providers (QEP);
e Degree-level coursework related to change management (academic courses); and

e Training courses offered by an employer or other non-QEP third party provider.
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Documentation Required: e Date, time, and name of the course or class;
¢ Name of the instructor;
e A copy of the curriculum or course description.

Organization Meetings

Meetings, educational sessions, keynote addresses, activities and local events related to the
profession. Professional meetings that include an educational component provide an opportunity
to learn and network. ACMP chapters and third parties host these activities throughout the year on a
local basis. Organizations may also host professional events.

Documentation Required: e Date, time, and name of the event;
e Name of the presenter(s);
e Meeting agenda (if available).

Online or Digital Media

Self-paced learning conducted online or on-demand through varied forms of digital media. These
can include educational webinars or videos. This can include, for example, watching sessions from
the Global Change Management Conference or exploring opportunities available through ACMP’s
Qualified Education Providers (QEP).

Documentation Required: e Date, time and name of the event;
e Name of the presenter(s);
e Acopyof paymentreceiptif a fee was paid for the event.

Informal Learning

Educational opportunities focused on structured discussions such as engaging in formal
professional discussions with others. This can include mentoring or coaching or participatingin a
‘lunch and learn’ session with an organization.

Documentation Required: e Adescription defining the informal learning experience;

e The mentoring period;
e Key aspects learned during the process/mentoring session.

Reading

Consumption of written material relevant to the CCMP certification. This can include books,
articles, whitepapers, or blogs that help one stay informed and support ongoing professional
development.

Note: Maximum of ten (10) PDUs per three-year certification period in addition to the 30 allowed for
Education.
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Documentation Required: e Title of publication;
e Name of the author(s);
e Date completed;
e Summary of the key aspects learned.

Giving Back to the Profession Category: 30 Units Maximum

Share knowledge and apply skills by contributing to the profession and helping to advance the
goals of organizations the certificant belongs to and values. Work in a domain area related to the
certification allows one to apply knowledge and skills in a practical setting. Include a combination
of the categories listed below to a maximum of 30 PDU units per 3-year period:

Create Change Management-Related Content

Creating new knowledge resources for other change practitioners and the public at large allows
you to share your expertise with others and contribute to their ongoing learning. There are many
ways to create new content, such as authoring books, blogs or articles, or creating webinars or
presentations. Some examples include:

e Create and share a slide deck on change management (e.g., submit 6 slides containing
certificant’s name on the front cover).
e Author an article or white paper (submit a copy of the article or white paper).

Documentation Required: e Submit a portion of the content created, with name and the
date of the submission.

Give a Presentation

Present on topics relevant to the profession, either formally at a conference or for peers. There are
many opportunities to present formally to others and share knowledge that relates to the
certification. For example, speaking at an ACMP chapter event, professional conference, or
internally within an organization.

Documentation Required: e Submit the agenda from the conference/event with the date,
time, and name included.

Share Knowledge or Mentor Others

Sharing domain knowledge to help others learn, grow the profession and enhance the practices
that are essential to the certificant’s role. Whether mentoring, teaching or applying subject matter
expertise towards an activity, others will benefit from that experience and perspective.
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Documentation Required: e Submit a brief summary outlining relevant dates and content

covered.

Volunteer

Volunteer time and skills to non-employer or non-client organizations. The ACMP has an active
community of thousands of volunteers who support the organization and the profession in a wide
range of roles. Certificants may choose to volunteer on an ACMP committee or team or offer
domain-related services to other for profit or not-for-profit organizations. Learn about
volunteering on ACMP’s Volunteer Central page. When volunteering, it is important to make a
contribution. Volunteering in absentia will not earn PDU credits.

Documentation Required: e Asummaryincluding the organization/committee’s name,
dates served and key aspects contributed, as well as the
name of the committee leader under which the certificant
served.

Working as a Change Management Practitioner (15 Units Maximum)
Five (5) units may be earned for a minimum of three months’ work per credential anniversary year.
For example, if the credential was awarded to the certificant on March 15, 2021, five units may be

earned for work experience for each year since each anniversary of the award date over the three-
year renewal period:

Example: for a credential earned on March 15, 2021, eligible work experience must be earned
between:

e March 15,2021 and March 14, 2022
e March 15,2022 and March 14, 2023
e March 15,2023 and March 14, 2024

Information Required: e Experience name, your role, start and completion dates,
requested PDUs, organization name and description of the
work performed.

6.3 CCMP Certification Maintenance Renewal
Certification is valid for three years following the date of successful exam completion.

ACMP recommends entering professional development activities during the three-year
maintenance period, so that entries are captured as they are completed. At the close of the third
year, the certificant must ensure that sixty professional development units are recorded prior to
finalizing the renewal. After the professional development units have been entered, the final steps
to renew the certification include:
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e Reaffirming agreement and compliance with ACMP’s Standard for Change Management and

Code of Ethics

o Reaffirming the Statement of Understanding

e Submitting the credential renewal fee

NOTE: Use of CCMP marks is not permitted if certification expires.

6.4 The Professional Development Cycle

The certification cycle begins on the day the exam is passed and ends three years later. The next
three-year certification cycle begins again once the renewal is completed. Sixty professional
development units must be entered every three years in order to maintain active certification.

The following table provides a sample of how to determine the certification cycle.

Certification Calculations and
Conditions

CCMP Certification Cycle

Certification cycle begins on...

The day a certificant passes the exam.

Certification cycle ends on...

The three-year anniversary of passing the
certification exam.

Calculations:

If an applicant passes the exam on...

August 1,2024.

The certification cycle ends three year later...

July 31, 2027.
Therefore, the certificant must record and
submit 60 PDUs by this date.

The certificant’s next cycle begins...

August 1, 2027.

Renewal application must be completed before
or by this date and PDUs must have been
submitted to ACMP by this date.

The certificant’s PDU cycle ends on...

July 31, 2030.
The certificant must obtain and submit another
60 PDUs by this date.

Suspension status begins on...

The last day of a certificant’s cycle, if the
certificant did not complete and submit the
PDUs according to the certification cycle
outlined above.

A certificant’s credential expires...

One year after the suspension period begins, if
the 60 PDUs and the certification renewal are
not submitted as indicated above.
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6.5 PDU Submission Deadline

Certificants must record PDUs and complete the renewal process before the certification cycle
ends to avoid suspension of the credential (refer to the Suspended Status).

If the required PDUs are not earned and recorded within the cycle, the credential will be
automatically suspended. The one-year suspension period can be used to record the required
PDUs that were completed during the standard three-year cycle.

6.6 PDU Entry and Renewal Payment

Begin the PDU entry process by logging into the Candidate Management System. Certificants will
now see a new entry called CCMP Certification Maintenance. Click the orange Begin button to
start recording PDU entries. Click the blue Add Activity button in each section to record detailed
information about each completed activity. As PDU activities are recorded, the system will
automatically calculate the accrued hours:

PDU Tabulation

@ Collapse Legend
PDUs submitted Remaining Not Counted

@ Collapse Requirements

You must complete 60 hours of Professional Development Units (PDUs) every three years to maintain your certification status.

0

E -
45 B0

© Show Limits

Once the PDU entries have reached the sixty (60-hour) requirement, the certificant must
acknowledge the electronic Renewal Statement of Understanding by clicking the grey Awaiting
Acceptance button. This acknowledgement confirms that all information submitted is a true and
honest account of the work completed and that the certificant will continue to abide by the
Standard and Code of Ethics. In the Renewal Statement of Understanding window, click Accept.
The application will move through to the renewal payment step.

Unless the PDU application is randomly selected for audit, no further steps will be required to
finalize the PDU renewal.

6.7 Certification Status

6.7.1 Active Status / In Good Standing

When the CCMP credential is awarded, the individual becomes a certificant, and, the certification
isin an ‘active’ status. Active status remains as long as the certificant earns and records the
required sixty (60) PDUs before the three-year certification cycle ends.
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6.7.2 Suspended Status

If the required sixty (60) PDUs are not entered and the renewal completed and paid within the
active certification dates or cycle, the certification will be ‘suspended’. The suspension period
lasts for one year (twelve months).

Ifin suspended status, the individual may not refer to themselves as a CCMP certificant or use the
credential designation until the sixty (60) PDUs that were completed within the three-year
maintenance cycle are recorded, the renewal process completed and the renewal fee paid, within
the one-year designated suspension period.

The dates of the next PDU cycle or certification cycle will not change after the certification is
reinstated or changed from suspended status back to active status. The suspension period
overlaps the timeframe of the next cycle as shown in the following graphic.

PDU Cycle or Certification Cycle if in Suspension Period

Maintenance Cycle Expired
with Grace

Credential @ Year1 Year2 Year 3 m Year2 Year 3
Award Date

(Suspension)
Credential Credential

Renewal Lapses

Maintenance Cycle

6.7.3 Expired Status

If a certificant does not earn and record the required sixty (60) PDUs and does not complete the
certification maintenance cycle process within the suspension period, they will lose the credential
status and be assigned an ‘expired’ status. They may not refer to themselves as a CCMP credential
holder or use the credential designation while allocated an expired status. To regain CCMP status,
the individual must apply as a new candidate.

6.7.4 Retired Status

If an individual wishes to relinquish their active status, they are eligible to apply for retired status.
To qualify, they must (1) no longer earn primary remuneration as a change management
practitioner and (2) must have been a certificant in good standing for at least ten consecutive
years.

Once retired status is requested, completing and logging sixty (60) PDUs every three years will no
longer be required.

To apply for retired status, submit an email request to credentials@acmpglobal.org. ACMP will
send details regarding the steps and applicable fees.

If the individual returns to the practice of change management, they may apply for active status
again by contacting ACMP. Once the status has been activated, PDUs again will need to be earned
and reported.
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6.8 Limits on PDU Categories

Once the maximum number of PDUs in a PDU category has been met by a certificant, additional
claims in the respective category will not be approved by ACMP.

PDU activities completed prior to obtaining the CCMP credential are not accepted toward the
renewal requirements. Certificants cannot claim participation in the same course or activity more
than once.

NOTE: If a certification reporting cycle has been extended by suspension, all PDU maximum limits
apply. No new maximum limits will be set. Therefore, if a certificant already recorded thirty (30)
PDUs for working as a volunteer on a change management initiative for a non-profit organization
that they support, they cannot claim additional PDUs earned during the suspension period.

6.9 Retaining Documentation for Completed PDUs

For each PDU submitted, and in compliance with the Statement of Understanding, the certificant
must keep a copy of the submission, along with the supporting documentation, for at least three (3)
years after the certification cycle has ended.

A percentage of CCMP certificants will be randomly selected for an ACMP audit process. During
the audit, these certificants will be asked to submit supporting material to verify any PDUs
submitted.

7. Appendix

7.1 ACMP Practice Analysis Survey (or Job Task Analysis)

A Job Task Analysis (JTA) study was undertaken by ACMP with the assistance of Professional
Testing Corporation (PTC) for the CCMP examination program. A Task Force delineated the
domains, tasks, and knowledge areas involved in the profession of change management. This
group also developed demographic questions and questions regarding the appropriateness of the
eligibility and recertification requirements. A group of Independent Reviewers assessed their work
and provided feedback and a survey instrument was designed to validate the tasks and knowledge
areas. Members of the Task Force also completed a matrix linking the domains with the knowledge
areas drawn upon to perform the tasks in each domain. The survey was prepared and sent
electronically to a large international group of change management professionals. Respondents
were asked to evaluate the frequency and importance of task statements, the importance of
knowledge areas, and the importance of and percentage of time devoted to tasks in each domain.
Respondents also were asked to review the eligibility and recertification criteria and determine
whether the requirements were appropriate. The results are being used in the evaluation and
revision of the content specifications for the CCMP examination. This process contributes to the
content validity of the examination and the quality of the examination program for the CCMP
credential.
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7.1.1 The Job Task Analysis Study

In June 2023, ACMP established a Steering Committee for the CCMP JTA, consisting of eight change
management professionals who have been active in ACMP volunteer activities and represented a
variety of areas of expertise, levels of experience, and geographic locations. The Steering
Committee established a Test Specifications Task Force to delineate the tasks and knowledge
areas involved in the profession of change management, as well as demographic questions to be
used on avalidation survey instrument. Acting in an advisory capacity, the Steering Committee
provided guidance to PTC and the Test Specifications Task Force, which was composed of change
management professionals in a variety of practice settings.

7.1.2 Delineation of Domains, Tasks, and Knowledge Areas

The Test Specification Task Force was asked to evaluate the current test specifications against
current best practice. They began by reviewing the sections/domains, tasks, knowledge areas, and
demographic questions that were developed in the previous surveys conducted in 2014 and
updated in 2016. These served as the basis for individual and group brainstorming to develop the
domains, tasks, and knowledge areas related to change management. The Test Specification Task
Force came to a consensus on tasks organized in domains, knowledge areas, and demographic
questions and set the scales for the survey. The frequency scale for the task statements was set at
Rarely/Never, Somewhat Frequently, Frequently, and Very Frequently and the importance scale
was set at Minimally/Not Important, Somewhat Important, Important, and Very Important for tasks,
knowledge areas, and domains. Respondents were asked to indicate the percentage of time spent
on tasks in each domain. Once the draft delineation was completed, an independent review
process was implemented so that subject matter experts who were not involved in the initial work
could provide a fresh perspective on the work so far. The domains, task statements, knowledge
areas, and demographic questions were presented to a panel of Independent Reviewers to get their
independent feedback on the comprehensiveness, clarity, consistency, and relevance of the
proposed domains, tasks, knowledge areas, and demographic questions related to the field of
change management. The Test Specification Task Force agreed upon 50 task statements
(organized into six domains), 29 knowledge areas, and 16 demographic questions that were
included in the final survey. Additionally, they also used a matrix of domains and knowledge areas
to indicate which domains drew upon which knowledge areas.

7.1.3 Validation Survey

To confirm the appropriateness of the domains, tasks, and knowledge areas developed by the Test
Specification Task Force, a validation survey was devised, also incorporating demographic
questions to help create a profile of the survey respondents. Prior to the formal launch of the large-
scale survey, the survey was tested by a panel of pilot testers in a final check to verify
completeness and clarity of all questions and rating scales, to ensure proper functioning of all
technical features, and to generate a time estimate of how long it would take to complete the
survey. The survey link was e-mailed to a large international group of change management
professionals in March of 2024, with the survey closing the following month, and 524 valid
responses received.
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7.2 Employment Verification Form

For audited applications, use the Employment Verification Form to record work experience for
validation by past or present employer(s).

7.3 CCMP Examples of Mark Usages

The following examples are provided to guide certificants on how to correctly use the CCMP marks.

Examples of Mark Usages

1.  The CCMP® and Certified Change Management Professional® mark must be clearly associated
with the individual(s) certified (certificant) by ACMP.

c : John Smith, CCMP®
v U:;rec John Smith, Certified Change Management Professional®
John Smith is a Certified Change Management Professional® practitioner.

ABC company employs 3 CCMP® practitioners.
X Misuse ABC company employs 3 Certified Change Management Professional®
practitioners.

2. The CCMP® mark must appear in all capital letters and without periods between the letters.

Correct Jane Doe, CCMP®
Use

Jane Doe, ccmp®

X Misuse Jane Doe, C.C.M.P.®

3. The CCMP® and Certified Change Management Professional® marks must always appear with
a superscript ® symbol. If the ® symbol cannot be created, a lowercase “r” in parentheses
must be placed after the mark as a substitute, i.e., CCMP (r). The only exception to this rule is
when it is used as part of a person's title. The CCMP® designation does not need a ® when itis
part of a person's title.

John Smith, CCMP®

v Correct John Smith is a CCMP™ professional.
Use John Smith is a CCMP (r) certificant.
Jane Smith is a Certified Change Management Professional (r) practitioner.
Jane Doe is a ccmp® professional.
X Misuse PP

John Smith is Certified Change Management Professional® practitioner.

4. The CCMP and Certified Change Management Professional marks must be followed by a noun,
except when the mark immediately follows a certificant’s name (i.e., recipient, practitioner,
professional, certificant, certification, mark, and exam).
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According to U.S. trademark law, a trademark should be used as an adjective, not as a noun or
verb, to prevent the mark from becoming generic. Therefore, ACMP requires a noun to follow
the ACMP and Certified Change Management Professional marks.

v Correct John Smith, CCMP®
Use John Smith is a CCMP® recipient.
H ®
% Misuse Jane Doe is a CCMP®,

John Smith is a Certified Change Management Professional®.

5.  The CCMP® and Certified Change Management Professional® marks may not be used as a
plural or possessive word.

Correct John and Jane Smith are CCMP® practitioners.
v Use John and Jane Smith are Certified Change Management Professional®
practitioners.

Jane and John Smith are CCMP®s.

X Misuse . - .
Jane and John Smith are Certified Change Management Professionals®.

7.4 Additional Information

ACMP

e ACMP Website
e The Standard for Change Management and Code of Ethics

ACMP Practitioner Directory/Registry

e Jointhe ACMP Practitioner Directory
e Find a Change Practitioner
e Find a CCMP Credential Holder

CCMP Application

e CCMP Application Form (begin a new application or log on to existing application)

e Your Guide to a Successful CCMP Application

e Download the Standard for Change Management and Code of Ethics

CCMP Exam

e Kryterion Global Testing Solutions Support
e Exam Registration Site

e Quick Reference Guide for Creating Exam Account

e Locate Onsite Testing Center

e Preparing for an Onsite Exam
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e Online Testing Requirements

e HowtolLaunch an Online Exam

Contact Information

e Direct CCMP credential program inquiries to: credentials@acmpglobal.org

Forms

=  Employment Verification Form
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