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Specified credit hours awarded, if any.•	

Sample language to be used with the •	
Pre-Approved seal.

Use of Program ID
The program ID “proves” to the HR Certification 

Institute that a certificant attended an event. It 

will be this program ID number that certified 

professionals will enter in their online recertifica-

tion file to obtain the approval for recertification 

credit hours. Thus, it is extremely important 

to both the HR Certification Institute and the 

organization holding the event that this ID is 

not divulged to anyone who has not attended the 

event. For these reasons, program IDs should not 

appear on the host organization’s web site or on 

pre-conference materials.

It is required that the program ID number be 

included only in on-site materials or certificates 

of completion. In addition, the program ID may 

not be communicated after the event has ended 

without verification of attendance.

NOTIFICATION OF EVENT 
DENIAL

If denied, the organization’s contact person will 

be sent a denial e-mail to the e-mail address on 

record. Denial e-mails will explain why the event 

was not approved. Events may not be approved 

for several reasons: 

Not HR-related.•	

The event had already occurred at the time •	
of review.

Misuse of the Pre-Approved seal and/or •	
sample language.

Evidence of misleading marketing strategies•	

The event is considered personal rather •	
than professional development.

NOTIFICATION OF EVENT 
INCOMPLETE STATUS

If the HR Certification Institute was unable 

to determine the type of credit or if any credit 

should be awarded based on your program sub-

mission, an e-mail notification of incomplete 

status will be sent to the contact person on file. 

It is important that the contact person respond 

to this e-mail with the necessary information 

in a timely manner to ensure that the program 

review is completed by the program date.

HOW TO ACCESS THE ONLINE 
TRANSCRIPT 

The online transcript will allow host organiza-

tions to review the status of current and past 

programs. To access the online transcript, click 

on “Review Submitted Programs.” You may 

search for particular programs by their start and 

end dates and by their status (if it is pending and 

approved, past and approved, etc.). To search for 

all programs, leave all fields blank and press the 

“submit” button.

The transcript will list the title of the program, 

its start and end dates, the number of recertifica-

tion credit hours awarded and the status of the 

submission. To view details of a program, click 

on the title. 

Use of the Online Transcript
The online transcript is intended for the contact 

person’s reference only, to view the status of 

programs or to verify that past programs were 

submitted and approved. In cases when an at-

tendee has misplaced a program ID number, the 

contact person may release that number only after 

verification of attendance. The program ID may 

not be released if attendance cannot be verified. 

If the chapter does not have a registration and 

verification of attendance process in place, the 

HR Certification Institute highly recommends 

that one be developed and implemented.

Program IDs 

should not appear 

on the host 

organization’s 

web site or on 

pre-conference 

materials
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The transcript and the detail page of each 

program may not be printed or distributed to 

individuals beyond the board-level of the SHRM 

affiliate organization because the transcript 

includes program ID numbers. Program ID 

numbers should be made available only to indi-

viduals who have been verified as attending an 

approved event. 

Misuse of the online transcript will result in 

revocation of a SHRM affiliate organization’s 

privilege to seek pre-approved recertification 

credit for a minimum of one year. If it is de-

termined that the misuse happened repeatedly, 

revocation may be permanent.  

USE OF THE PRE-APPROVED 
SEAL AND SAMPLE LANGUAGE

The Pre-Approved seal is sent as a .jpg attach-

ment with each approval notification. The seal is 

nontransferable and is intended for use only in 

connection with the specific approved program. 

Use of the Seal
Once approved, the Pre-Approved seal may 

be used in marketing materials and on the 

host organization’s web site for the approved 

program. The program ID and total number of 

hours awarded should not be communicated on 

marketing materials or the web site.

Disclaimer
The following disclaimer MUST be used in  

conjunction with the seal at all times:

	 “�The use of this seal is not an endorse-
ment by the HR Certification Institute 
of the quality of the program. It means 
that this program has met the HR 
Certification Institute’s criteria to be 
pre-approved for recertification credit.”

Use of Program ID and Sample 
Language 
The program ID and sample language along 

with the seal must be used on either a certificate 

of completion or on-site materials so that an 

attendee has official documentation. This is im-

portant in case the attendee is audited by the HR 

Certification Institute. At the time of application, 

the contact person for the host organization must 

indicate how the seal will be used.

Misuse of the Seal 
The seal may not be used on an organiza-•	
tion’s web site in a location where the 
approved event is not being promoted. 
It is inappropriate, then, to use the seal 
to infer that the host organization is 
“Pre-Approved” for all events (e.g., the web 
site’s homepage, if the event is not being 
promoted from that location). 

It is a misuse of the seal to promote other •	
activities that have not been approved. 

The seal may not be used in conjunction •	
with an event that has been submitted but 
not yet reviewed, even if language has been 
posted that “approval is pending.” SHRM 
affiliate organizations may indicate “HR 
Certification Institute recertification credit 
submitted,” if the event has been submitted 
but not yet reviewed. The use of the seal, 
however, is prohibited.

The seal may not be used by another •	
organization, even if that organization is 
a cosponsor of the event. The seal is not 
transferable. 

The seal may not be used in any other way •	
that may infer pre-approval by the HR 
Certification Institute for any events that 
have not received approval.

Violation of the use of the seal and sample 

language will result in revocation of the orga-

nization’s ability to seek pre-approval for its 

programs for a minimum of one year. If it is 

determined that the misuse has happened several 

times, revocation may become permanent.

AUDITING PROCESS

The HR Certification Institute reserves the right 

to audit pre-approved events to ensure compli-

ance with the established criteria.
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REVOCATION

The HR Certification Institute reserves the right 

to revoke pre-approved recertification credits for 

a program and/or bar a host organization from 

submitting future requests for any of the follow-

ing reasons: 

Falsification of a Pre-Approved submission. •	
This may include, but is not limited to, 
incorrect reporting of credit hours and 
violating the HR Certification Institute 
chapter meeting guidelines.

Misuse of the Pre-Approved seal and/or •	
sample language.

Improper or unethical marketing of events •	
that have been pre-approved.

Misuse of the online transcript. •	

Any instance, singular or repeated, that •	
jeopardizes the integrity or reputation of 
the HR Certification Institute’s certification 
and recertification program.

In case of revocation, the HR Certification 

Institute will notify the host organization’s 

contact person regarding the nature of the 

problem. Organizations that have been barred 

from submitting future requests should contact 

the HR Certification Institute directly about any 

appeal process.

FREQUENTLY ASKED 
QUESTIONS

Why do chapter meetings have to be pre-

approved?

There are varying lengths and programming 

content for chapter meetings. Because of this, the 

HR Certification Institute requires that chapter 

meetings be pre-approved so that we can deter-

mine if the educational portion of the meeting 

meets our criteria. Chapter meetings will not 

meet the HR Certification Institute’s criteria for 

recertification credit if the speaker is present-

ing in conjunction with a meal or the speaker’s 

presentation is not a minimum of one hour in 

duration.

Why doesn’t the HR Certification Institute  

approve events that are held in conjunction with 

a meal or are less than an hour in length?

We follow IACET (International Association for 

Continuing Education and Training) guidelines 

in this matter—and fully support them. A pre-

sentation that is held in conjunction with a meal 

is not conducive to learning—which requires a 

quiet setting for attendees to concentrate on the 

presentation. Further, guest speakers—often 

volunteering their time and expertise—should 

not have to compete with the noise created by 

serving, consuming and clearing a meal. It is 

distracting to the speaker and to those trying to 

listen.

What qualifies for strategic management credit?

In order for a program to be pre-approved for 

strategic management credit, the topic must di-

rectly tie to the Strategic Management functional 

area in the PHR/SPHR Body of Knowledge. For 

more in-depth information go to the following 

link: http://www.hrci.org/recertification/stmgt 

/smcredit.

The program 

ID should be 

communicated 

only to individuals 

who have attended 

the program
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Why does the HR Certification Institute require 

that a program be submitted at least four weeks  

prior to the date that the seal is needed?

The purpose of the Pre-Approved Program is 

to get a program “pre-approved” so that the HR 

Certification Institute’s seal may be used on mar-

keting materials to encourage higher attendance; 

therefore, it is necessary to submit the program 

ahead of time so that it can be marketed as pre-

approved. 

Once approved, how may I use the Pre-Approved 

seal and sample language?

The seal and sample language must be in close 

proximity to each other and must be printed 

either in on-site materials or on a certificate of 

completion. The seal by itself may be used on 

printed marketing materials and on the host 

organization’s web site in close proximity to 

information about the Pre-Approved Program. 

The seal may not be used on the host organiza-

tion’s web site in a location where the approved 

event is not being promoted. By using it in this 

manner, it infers that all events offered by the 

host organization have been “Pre-Approved.”  

How may I communicate the program ID 

number?

This number must be included in on-site materi-

als and/or a certificate of completion. It should 

not be used on any marketing materials or 

posted on your web site. 

The program ID should be communicated only 

to individuals who have attended the program. 

It is required that the program ID number be 

included in on-site materials or certificates of 

completion. It will be this program ID number 

(as well as the event date) that certified profes-

sionals will enter in their online recertification 

file to obtain recertification credit hours. The 

program ID may not be communicated after 

the event has occurred without verification of 

attendance.



HR Certification Institute
1800 Duke Street, Alexandria, Virginia, USA 22314

US Toll Free 1.866.898.4724 
Phone +1.703.548.3440

E-mail: info@hrci.org
Web site: www.hrci.org

© 2008 HRCI
08-0788

Green Inks


