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About BCPO®

The Board of Certification for Professional Organizers (BCPO®) is the certifying body whose 
charter is to increase the professionalism of the organizing industry by:

•	 Identifying a body of knowledge in the organizing profession

•	 Establishing the level of education and experience required for certification

•	 Advancing the practice of professional organizing

•	 Increasing the value of organizing practitioners to their employers

•	 Recognizing and raising industry standards, practices and ethics

•	 Maximizing the value received from the products and services provided by a CPO®

Mission Statement
BCPO’s mission is to advance the credibility and ethical standards of the professional organizing 
industry through credentialing.

In recognizing the experienced organizer, BCPO® seeks to inspire organizers to provide 
superior client services and to continue to develop expertise in the transfer of higher-level 
organizing skills.

Our Affiliates

National Association of Professional Organizers

The National Association of Professional Organizers (NAPO), The Organizing Authority®, 
is a group of professional organizers dedicated to helping individuals and businesses bring order 
and efficiency to their lives. NAPO’s vision is to have the world recognize the value of organizing 
and turn to NAPO as the leading organizing authority. NAPO’s mission is to develop, lead, and 
promote professional organizers and the organizing industry.

NAPO is affiliated with Institute for Challenging Disorganization (ICD, formerly 
NSGCD), Professional Organizers in Canada (POC) and the National Association 
of Senior Move Managers (NASMM). In 2007, NAPO, NSGCD, and POC formed the 
International Federation of Professional Organizing Associations (IFPOA). The Australasian 
Association of Professional Organisers (AAPO) joined the IFPOA in 2008 and the 
Nederlandse Beroepsvereniging van Professional Organizers (NBPO) joined the IFPOA 
in 2009.

As the oldest and largest professional association for professional organizers in the world, 
NAPO sponsored the launch of the BCPO®, an independent certification program for the entire 
organizing industry.
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Schroeder Measurement Technologies, Inc.

Schroeder Measurement Technologies, Inc. (SMT) is BCPO’s testing service and 
administers the BCPO certification program. SMT is an established full-service international 
testing company serving the needs of licensing boards and credentialing agencies with a wide 
range of test development and computer-based administration services at testing centers 
across North America. SMT’s testing products and services are the finest available and are 
designed to serve SMT’s clients by using the most appropriate psychometric and technological 
approaches available.

http://www.certifiedprofessionalorganizers.org/about-bcpo.html

The Development of the BCPO® 

In 2005, a study was conducted to delineate the role of the Professional Organizer (PO). The 
mechanism for this study was a Job Analysis survey. The results of the study provided the basis 
for making a claim of the appropriateness of test score inferences. Under the supervision of 
Schroeder Measurement Technologies, Inc. (SMT), a survey was developed and conducted, to 
determine the important knowledge and skill elements required for entry-level PO practice.

A Subject Matter Expert (SME) Committee was appointed to provide content expertise. 
The Committee was comprised of POs who represented a diversity of practice, experience, 
geographic regions, and education. This group of professionals, was charged with determining 
Job/Task Analysis (JTA) of a PO. To begin the study, SMT initiated a comprehensive literature 
search to develop an exhaustive list of knowledge and skill elements required for competent 
practice. SMT presented this list to the JTA Committee for review and approval. SMT adopted a 
rating scale that measured knowledge and skill element importance and frequency of practice. 
The JTA Committee developed a demographic questionnaire to gather confidential data 
describing the survey respondents. SMT then converted the demographic questionnaire and 
knowledge and skill element list into an online survey instrument.

Invitations were successfully emailed to 3,013 Professional Organizers. Statistical review of the 
responses indicated a standard error of a respectable 0.04 based upon the respondent sample 
size and the standard deviation calculations of the survey data. Therefore, the inferences from 
the survey were associated with minimal error and provided a high degree of confidence in the 
survey results.

Following the administration of the online survey, SMT conducted analysis on the respondent 
data and presented the results of the survey analysis for review by the JTA Committee. The goal 
of that meeting was to establish knowledge and skill element exclusion criteria to differentiate 
between the important and unimportant elements of PO practice.

Of the original 102 elements, the JTA Committee removed five elements from the listing. Upon 
review of the suggested elements and comments made by the survey respondents, the JTA 
Committee added two knowledge and skill elements to the final content outline.

SMT then translated the final approved knowledge and skill element listing into a detailed 
content outline. During the development of the content outline, the JTA Committee determined 
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the weight of the exam. That is, percentages of items were assigned to specific content areas to 
ensure consistent sampling of content on all future exam forms.

Approximately 94% of the respondents indicated that the survey either completely or 
adequately described the important knowledge and skill elements required of competent entry-
level PO practice. This suggests that the respondents felt that the survey adequately reflected 
practice across North America and among various work settings and years of experience.

A Resource Committee was responsible for seeking out the reference materials available to 
support the content outline as determined by the JTA Committee. Another committee of SME’s 
was trained by experts in the field of Item Writing, or crafting legally defensible test questions, 
which could be tied to specific references.

The final task belonged to the Program Definition Team (PDT), charged with determining eligibility 
criteria and relevant policies. It was determined that at this stage of our industry’s growth, the 
primary training a PO can have is the personal interaction with clients whether as a speaker, coach, 
trainer or hands-on organizer, transferring or teaching or demonstrating organizing skills to that 
client. Therefore the largest component of eligibility credit comes from client interaction.

Each of these committees worked independently of the others so as to insure the integrity of the 
process. All of the teams were made up of representatives of various practice settings and levels of 
experience in the field. Every element of the program was created through rigorous development 
and debate. In consultation with the test service SMT, all of the committees followed a deliberative 
process, including that its decisions were supported in the underlying JTA findings. The eligibility 
requirements, the policies governing the entire process supporting this Certification program and 
the examination itself have all been developed with an eye towards establishing criteria that will 
determine who are the certified organizers of the future. No decision has been made lightly.

A Program Development Committee is in place to ensure that the criteria continues to evolve as 
the industry evolves. The BCPO® program has been based on documented industry standards 
with established certification models. It is our intention to ultimately have the CPO® credential 
recognized by ANSI, NCCA, or a comparable credentialing authority.

With regard to the credential itself, part of the credibility and stature of being certified is that 
not everyone will be eligible to sit for the exam. Like any test, the CPO® examination can only 
test a sample of the organizer’s knowledge. Thus the eligibility criteria are an integral part of the 
certification credential. The certification program was developed with the understanding that it 
would be a living program. As the organizing industry grows and evolves, the program will grow 
along with it, and the rules and study materials presented for the first examination will not likely be 
the same for subsequent years.

The professional organizing industry is poised to add its story to other accounts where social 
and business trends have led an industry to impose standards of professionalism, ethics 
and competence on itself. If history is a guide, among the many benefits will be increased 
recognition as an established profession, the promotion of social good by enforcing standards, 
and a measure of confidence in professionalism on the part of the public.

From an industry perspective, by becoming certified, an organizer will validate his or her 
knowledge and experience, based on the highest industry, psychometric, and legal standards. 
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From the perspective of individual business, preparing for the examination is an opportunity to 
stay current in an increasingly competitive job market. From a personal perspective, sitting for 
the examination provides a unique opportunity to demonstrate the candidate’s self-confidence, 
professional commitment, and personal initiative in a professional environment governed 
by rigorous standards. A Certified Professional Organizer® will exemplify the importance of 
professional standards, and contribute to evolving standards in the industry as a whole.

http://www.certifiedprofessionalorganizers.org/development.php  alternate for applications:

Get Certified
BCPO® certification is a voluntary, industry-led effort that benefits the members of the 
organizing profession, as well as the public. It is a recognition of professionals who have 
met specific minimum standards, and proven through examination and client interaction that 
they possess the body of knowledge and experience required for certification. This program 
recognizes and raises industry standards, practices and ethics. For the public, while the CPO® 
designation is not an endorsement or recommendation, certification of professional organizers 
maximizes the value received from the products and services provided by a CPO®.

Top reasons to sit for the CPO® exam:

•	 Show your professionalism.

•	 Demonstrate that you are on the cutting edge of your industry.

•	 Attain instant credibility. By becoming certified, an organizer will validate their knowledge 
and experience, based on the highest industry, psychometric, and legal standards.

•	 Achieve personal satisfaction — sitting for the examination provides a rare opportunity to 
demonstrate your self-confidence, professional commitment, and personal initiative in a 
professional environment governed by rigorous standards.

•	 Gain recognition from clients, peers, employers, employees, coworkers, the industry, the 
media, publishers, and companies looking for spokespeople.

•	 Contribute personally to strengthening the profession. A CPO® will serve as an 
example for newer organizers with regard to the importance of professional standards, 
contributing to the developing of industry standards as a whole.

•	 Display your ongoing commitment to personal development and education. Preparing 
for the examination is an opportunity to stay current in an increasingly competitive 
job market.

•	 Differentiate yourself from the competition. 

•	 Confirm your dedication to the professional organizing industry.

Professional Testimonials
“I encourage veteran organizers to consider seeking certification. As our industry grows, 
matures, and becomes more recognized as The Organizing Authority®, many of our future 
clients will be looking for and asking about our knowledge and skills. I have already been asked 
by a couple of my clients what classes does one need to take and is there any certification of 
professional organizers. Yes, really. Certification indicates proficiency in the core competencies 
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of a profession. It gives further credence to being the experts in the field. I will certainly be 
sitting for the exam. I want those initials behind my name and the opportunity to explain them 
to prospective clients. Better for my business and better for our industry, which, in turn, makes 
it better for all of us.”

—Sandy Stelter, CPO®, Strategic Organizing Solutions-SOS, NAPO Treasurer

“I have been a leader in the professional organizing industry for 22 years. As certification 
is the next step in the development of our industry, I will definitely be part of the inaugural 
certification exam. Continued visibility as a leader is important to me as people will acknowledge 
the foresight and courage it took to initiate this step in the growth and development of our 
industry. The benefits to my business will continue through the years as Certified Professional 
Organizer® becomes the norm.”

—Angela Wallace, CPO®, Wallace Associates, NAPO President-Elect

“Five members of the Eliminate Chaos team have earned their CPO® and it has now become 
a goal for each of our employees — because no one wants to be left behind. I am proud of 
our employees who have shown their commitment to the profession. As a business owner, 
I encourage other business owners to consider the benefits of their employees to earn this 
designation. Our clients have choices with whom they choose to work and want to know what 
makes us different. We always educate them about the credential and what it means. Recently, 
clients told us they have hired our Specialists because they were certified.”

—Laura Leist, CPO®, Eliminate Chaos, NAPO President

“Certification of any industry is a milestone to be embraced and celebrated. It is a natural 
development and a measure of an industry’s maturity and long-term viability in the 
marketplace. The professional organizing industry has matured to the point that potential clients 
increasingly ask about our credentials and what makes us uniquely qualified to do the work we 
do. As a Certified Professional Organizer® (CPO®), I am demonstrating to the public that I have 
made a calculated commitment to my career as a professional organizer and have embarked 
on a course of continuing education to keep abreast of new developments. For me, certification 
was the next logical step in my professional maturity and will ensure my long-term viability in 
the marketplace. It is a designation that I display proudly on all of my marketing materials.”

—Barry Izsak, CPO®, CRTS, Arranging It All, NAPO President 2003–2007

http://www.certifiedprofessionalorganizers.org/node/134
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Eligibility Requirements
To be eligible to sit for the CPO® examination, a candidate must meet the following eligibility 
requirements. BCPO® is required to audit a certain percentage of all applications. In the event 
of an audit, the candidate must be prepared to provide supporting documentation for these 
requirements. BCPO® is required to audit a certain percentage of all applications. In the event 
of an audit the applicant must be prepared to provide supporting documentation for the 
eligibility requirements below.

1.	 Qualified candidates must have a minimum of a high school diploma or equivalent.
2.	 As a part of the application process, candidates must agree to adhere to the Code of 

Ethics for Certified Professional Organizers.
3.	 Candidates must be prepared to document a total of 1,500 hours of paid work 

experience in the last three (3) years. This paid work experience may include but is 
not limited to on-site organizing, coaching, consulting, training, virtual organizing, 
interactive workshops and speaking engagements, which, through client collaboration, 
transfers, teaches or demonstrates organizing skills. 

Up to 250 substitute hours of the required 1,500 can be earned via college degrees, continuing 
education courses or professional development activities in the organizing field. Substitute hours 
may also be earned via organizing related writing and speaking engagements, or relevant paid 
work experience prior to becoming an organizer and accrued in the three years prior to the 
application date, as detailed below.

Candidates may claim a maximum of 250 hours of credit towards the required 1,500 hours of 
paid work experience from one or more of the following substitute categories:

A. Formal Education 
(non-cumulative, 100 hours credit maximum)

•	 AA Degree, 50 hours credit

•	 Bachelor’s Degree, 75 hours credit

•	 Advanced Degree, 100 hours credit

B. Organizing-Related Professional Activities 
(within the last 3 years)

•	 Paid speaking engagements, actual hours, maximum of 10 hours credit

•	 Mentor/Mentee/Apprenticeship, actual hours, maximum of 10 hours credit

•	 Publishing books, 20 per book, maximum of 40 hours credit

•	 Authoring articles (minimum 500 words per article), 10 per published article,  
maximum of 30 hours credit

•	 Professional Association Membership, maximum of 10 hours credit

•	 Trainer/Teacher, maximum of 10 hours credit

•	 Serving on an Organizing Entity’s Board of Directors, maximum of 10 hours credit

•	 Volunteer Work as an Organizer, maximum of 10 hours credit
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C. Continuing Education Courses relating to Organizing 
(within the last 3 years)

For each course, the candidate may claim the actual hours attended, to a cumulative total of 
250 hours. Sixty minutes of coursework is equal to one credit hour regardless of any number 
of continuing education credits (CEUs) another institution may have awarded for completion of 
the course. (See ”CONTINUING EDUCATION” on page 37 for more detailed information on 
CEU eligibility.)

D. Relevant Paid Work Experience Prior to Becoming an Organizer

25 hours credit per full-time year (maximum 3 years or 75 hours credit.) Experience must 
include the same criteria for teaching, transfer, or demonstration of organizing skills as 
described in the 1500 hours requirement.

E. Military Service

10 hours credit per year (maximum of 5 years or 50 hours credit) for military service.

Recertification
After initial certification, recertification is required every three (3) years. (see “Mission 
Statement” on page 3.) To recertify, a CPO® must assert to continuing practice as a 
professional organizer, pay the Annual Maintenance Fees (AMF), and either (a) earn 45 eligible 
continuing education units (CEUs) during the 3-year recertification period or (b) retake and pass 
the CPO® examination. 

If a CPO® chooses to recertify by examination and fails, certification is immediately revoked. 
Provided the candidate meets the current eligibility requirements for initial certification, he 
or she would be eligible to submit a new application to take the current examination as a 
new candidate.

The annual maintenance fee is currently $70 per year. Each CPO® will automatically receive an 
invoice prior to his or her anniversary date each year.

For more information on recertification, see page “After Certification” on page 21.

[ http://www.certifiedprofessionalorganizers.org/recertification-faq.php ] http://www.certifiedprofessionalorganizers.org/node/3
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Examination Content
The CPO® examination is based upon a properly conducted Job Task Analysis, which empirically 
defines the necessary competencies for the successful practice of organizing. The major 
domains on the examination are:

 •	 Foundations of Professional Organizing	 25%

•	 Legal and Ethical Considerations	 5%

•	 Preliminary Assessment	 20%

•	 Action Plan Development	 20%

•	 Action Plan Implementation and Project Management	 20%

•	 Evaluation, Follow-up, and Maintenance	 10%

Detailed Breakdown of Examination Content

I. Foundations of Professional Organizing, 25%

A.	 Understand fundamental elements and skills of organizing

1.	 Sorting and categorizing
2.	 Purging and letting go
3.	 Consolidating and containing
4.	 Space design and planning
5.	 Decision-making
6.	 Function and usability
7.	 Process and workflow (sequential order)
8.	 Prioritizing
9.	 Time management strategies (effective use and allocation of time)

B.	 Understand maintenance of organizational systems and routines

C.	 �Transfer fundamental elements and skills of organizing (using, for example, communication, 
motivation techniques, and behavior modification)

D.	 Recognize participant characteristics

1.	 Chronic disorganization
2.	 Learning style
3.	 Personality type
4.	 Physical and mental health issues
5.	 Other factors (e.g., age, gender, and cultural variations)
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II. Legal and Ethical Considerations, 5%

A.	 Understand conflict of interest
B.	 Maintain confidentiality
C.	 Avoid price fixing
D.	 Understand intellectual property, trademark and copyright protection
E.	 Understand liability

III. Preliminary Assessment, 20%

A.	 Conduct the qualifying interview

1.	 Understand the participants’ perceived goals and expectations
2.	 Identify the participants’ organizing challenges
3.	 Identify all individuals involved in the organizing process
4.	 Identify each individual’s readiness and commitment to the process
5.	 Discuss pricing policy
6.	 Determine if a professional relationship should be established

B.	 Evaluate the current situation

1.	 Identify process and workflow
2.	 Understand categorization
3.	 Understand function and usability
4.	 Understand space and structures
5.	 Understand and recognize user habits and behavior
6.	 Identify comfort and safety issues

C.	 Identify the cause(s) of the situation

1.	 Understand participants’ behavior and skills

a.	 Ability to communicate their needs
b.	 Time management skills
c.	 Categorization skills
d.	 Learning styles
e.	 Technological/Computer skills
f.	 Habits and routines
g.	 Physical and mental health issues

2.	 Understand challenges of physical space or equipment

a.	 Time management tools
b.	 Organizing materials and supplies
c.	 Technology tools (e.g., computers/software)
d.	 Furniture and equipment
e.	 Physical space

3.	 Consider availability of funds
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IV. Action Plan Development, 20%

A.	 Identify action plan objectives

1.	 Review assessment findings
2.	 List and prioritize projects(s)
3.	 Review participant expectation and desired end results

B.	 Develop methodologies

1.	 Recommend solutions and options for each project
a.	 Behavior modification
b.	 Time management strategies
c.	 Workflow and organizing routines
d.	 System options and customization (e.g., filing, accounting, storage, etc.)
e.	 Records and information management and retention
f.	 Identification procedures/labeling systems
g.	 Comfort and safety considerations
h.	 Space planning and design
i.	 Resources

2.	 List tasks
3.	 Prioritize tasks
4.	 Identify and assign participants’ responsibilities
5.	 Estimate and project timeline

C.	 Research and recommend resources

1.	 Identify equipment, tools, and facility needs

a.	 Time management tools
b.	 Organizing materials and supplies
c.	 Technology tools (e.g., computers/software)
d.	 Furniture and equipment
e.	 Physical space
f.	 Reference materials

2.	 Identify product and service provider options

a.	 Retailers/Wholesalers
b.	 Internet resources
c.	 Removal options

i.	 Selling
ii.	 Recycling
iii.	 Donating
iv.	 Disposing

a.	Waste disposal
b.	Destruction of confidential materials
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D.	 Estimate Cost

1.	 Estimate service/labor fees
2.	 Research supply and material costs
3.	 Research other costs (e.g., disposal fees, storage rental, etc.)
4.	 Establish billing terms

E.	 Communicate action plan
F.	 Finalize agreement
G.	 Determine resource availability
H.	 Schedule action plan elements

V. Action Plan Implementation and Project Management, 20%

A.	 Review project objective(s) and goal(s)
B.	 Execute action plan elements
C.	 Teach organizing fundamentals and methodologies
D.	 Identify and address challenges and obstacles
E.	 Manage resources
F.	 Manage costs
G.	 Manage schedule

VI. Evaluation, Follow-up, and Maintenance, 10%

A.	 Confirm completion of objective(s) and goal(s)
B.	 Evaluate project satisfaction

1.	 Evaluate systems and processes
2.	 Evaluate timeline
3.	 Evaluate resources
4.	 Evaluate costs

C.	 Recognize transference of skills
D.	 Make recommendations

1.	 Encourage maintenance
2.	 Propose system modifications
3.	 Suggest additional resources

http://www.certifiedprofessionalorganizers.org/examination-content.php
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Deadlines and Fees
Applications for the Computer-Based Testing (CBT) administration of the examination must be 
received by five business days prior to the last day of the testing window. Testing windows are 
the full months of February, June and October of each year.

Application Fee

Standard Fee� $550.00

Fee for IFPOA (AAPO, NAPO, NBPO, ICD, POC) Members� $375.00

Refunds and Cancellations
BCPO® reserves the right to cancel any examination 15 days in advance if attendance is 
insufficient, and at any time in the event of acts of nature, etc. impacting the ability to conduct 
the examination. In such cases, candidates will be contacted if an examination is cancelled, and 
should assume the examination shall proceed unless contacted. In any event, BCPO® liability 
shall be limited to a full refund of fees paid.

Candidate cancellation or rescheduling requests received in writing to bcpo@smttest.com 
with 22 days notice or more will incur a $100 cancellation or rescheduling fee. Cancellation or 
rescheduling requests received in writing between 21 calendar days and 5 calendar days prior 
to the examination date, will be given credit towards attendance at a subsequent examination 
only (No Refund) and will incur the $100 fee for rescheduling. Cancellations received with less 
than 5 calendar days notice and “No Shows” will NOT be given a refund or a credit towards a 
later program (unless there is a documented medical emergency).

http://www.certifiedprofessionalorganizers.org/node/9

Computer Based Testing FAQs

Request for Special Testing Accommodations

Religious Beliefs

Should a candidate desire to sit for an examination in which the date conflicts with religious 
beliefs in any way, BCPO® recommends the candidate check the list of examination dates at 
www.certifiedprofessionalorganizers.org for an alternate date or an alternate location 
with an examination scheduled on a conforming date. If an alternate date or location is not 
available, the candidate should notify registrations@isoqualitytesting.com immediately.

Disabilities

BCPO® provides special accommodations in accordance with the Americans with Disabilities 
Act of 1991. If a disability prevents you from taking the examination under normal conditions, 



Candidate Preparation  •  15 

you may request special accommodations. You must submit along with your application form 
a written request for special accommodations that explains the nature of the disability and 
the type of accommodation you feel is appropriate. In addition, you must provide supporting 
documentation of the diagnosis from a licensed health care professional.

English as a Second Language

The CPO® examination is offered in English only. If English is not your primary language, BCPO® 
recommends (but does not require) that candidates sit for the TOEFL® (Test of English as a 
Foreign Language) examination prior to sitting for the CPO® examination. Your scores on the 
TOEFL® will provide a useful gauge for you to ascertain whether reading and comprehending 
English will present problems for you on the CPO® examination. The TOEFL® examination is 
offered at multiple locations both domestically and internationally throughout the year. More 
information is available at www.ets.org. For reasons of examination security, BCPO® does not 
allow translation dictionaries in the examination room.

http://www.certifiedprofessionalorganizers.org/request-special-accommodations.php

Candidate Preparation
In recognizing the experienced organizer, BCPO® seeks to inspire organizers to provide 
superior client services and to continue to develop expertise in the transfer of higher-level 
organizing skills.

At the base of the BCPO® certification is the expectation that a CPO® will stay competent by 
continuing to learn. In preparing for the examination, remember that learning is primary and 
the testing secondary. Learning is not in the service of the test, but the test is in the service 
of the learning. Ours is not a static industry. It is of the utmost importance that we continue 
to increase our knowledge base, to understand concepts and language beyond those of the 
beginning organizers’ toolkit.

Any test measures two things: your knowledge of the subject matter, and your ability to take 
an examination. The first depends on your preparation and experience in your chosen field of 
professional organizing. You can improve in this area through study. The second area depends 
on self-confidence and your experience with multiple-choice questions. It also depends upon 
your ability to recognize related information or solutions to problem situations.

Suggested Reference Sources are provided in this document. In addition to a self-study reading 
program, there are other refresher activities in which you may participate and benefit. These 
include attending professional meetings and workshops, joining a study group, listening to tapes 
of presentations made at professional meetings, and taking academic or noncredit courses.

BCPO® does not intend that candidates purchase and read all of the materials listed in the 
Suggested Reference Sources (see next page). The list may include more than one reference 
that covers a content area, but one such reference may be enough. The candidate may 
also have resources available that are not on the list but which will adequately cover the 
content area.
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The list does not represent the only body of information to be used as study material, nor is 
the list intended to be all-inclusive. It is, rather, a list of references used to develop the test 
questions. Questions in the examination are also developed from information gained through 
practical experience and pertain to a body of knowledge generic to the practice of professional 
organizing. The suggested references represent additional information that serves to supplement 
one’s understanding of basic knowledge and are intended to allow flexibility. You are encouraged to 
supplement your education and experience by reviewing other resources and finding information in areas 
that you may consider yourself less skilled or experienced.

http://www.certifiedprofessionalorganizers.org/candidate_preparation.php

Suggested Resources
BCPO® does not endorse any particular text or author. It is not required that you read all of 
these books, nor does use of these books guarantee successful completion of the test.

Author	 Title

BCPO®	� Code of Ethics for Certified Professional Organizers

Allen, David	 Getting Things Done

Baker, Sunny	 �The Complete Idiot’s Guide to Project Management

Bruce, Andy and Langdon, Ken	 Essential Managers: Project Management

Goldberg, Donna	 The Organized Student

Jasmine, Grace	 Fabjob Guide to Become a Professional Organizer

Knight, Porter	 Organized to Last

Kolberg, Judith	 Conquering Chronic Disorganization

Lehmkuhl, Dorothy, and Lamping, Dolores Cotter	 Organizing for the Creative Person

Mark, Teri	 �Organize Your Office: A Small Business Survival Guide 
to Managing Records

McCorry, K. J.	 Organize Your Work Day In No Time

Morgenstern, Julie	 Organizing from the Inside Out

Morgenstern, Julie	 Time Management from the Inside Out

Roth, Eileen, and Miles, Elizabeth	 Organizing for Dummies

Silver, Susan	 Organized to Be Your Best!

Smallin, Donna	 Organizing Plain and Simple

Stanley, Debbie	 Ethical Pitfalls

Taylor, Harold	� Making Time Work For You  
(old and new editions)

Tiani, Jackie	 Organizing for a Living

Waddill, Kathy	 �The Organizing Sourcebook: Nine Strategies for 
Simplifying Your Life

Walsh, Peter	 It’s All Too Much

Winston, Stephanie	 Getting Organized (2006 edition)
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There are numerous other resources that can be of value to your studies and your practice. We 
encourage you to not limit yourself to this list.

Author	 Title

Glovinsky, Cindy	 Making Peace With the Things in Your Life

Hemphill, Barbara	 Taming the Paper Tiger at Work

Izsak, Barry	 Organize Your Garage in No Time

Nakone, Lanna	 Organizing for Your Brain Type

Noble, Dawn	� How to Start a Home-Based Professional 
Organizing Business

Passoff, Michelle	 Lighten Up! Free Yourself from Clutter

Paul, Marilyn	� It’s Hard to Make a Difference When You Can’t 
Find Your Keys

Pedersen, Sara	 �Born to Organize: Everything You Need to Know 
About a Career as a PO

Sgro, Val	 Organize Your Family’s Schedule in No Time

Silber, Lee	 Organizing From the Right Side of the Brain

Stanley, Debbie	 �Newbie Pitfalls - 50 Obstacles on the Road To 
Success as Professional Organizer

[ http://www.certifiedprofessionalorganizers.org/submit-resource.php ]

At the Test Site

General Information

Due to limited parking facilities at some sites, please allow ample time to park and reach the 
testing area.

No food or drinks are allowed in the examination room.

Examination Admittance

In order to be admitted to the examination, you must bring your admission documents and 
one government-issued photo identification. The only acceptable forms of identification are a 
driver’s license, government-issued identification card, or passport. No other written forms of 
identification will be accepted. You will not be admitted without proper identification.

Examination Security

Failure to follow oral and written instructions at the examination site will result in your 
application being voided and forfeiture of your registration fee. Conduct that results in a 
violation of security or disrupts the administration of the examination could result in the 
confiscation of your test and dismissal from the examination. In addition, your examination will 
be considered void and will not be scored. Examples of misconduct include, but are not limited 
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to, the following: writing on anything other than designated examination materials, writing 
after time is called, looking at another candidate’s examination materials, talking with other 
candidates at any time during the examination period, and failing to turn in all examination 
materials before leaving the testing room.

You must not discuss or share reference materials or any other examination information 
with any candidate during the entire examination period or after the examination. You are 
particularly cautioned not to do so after you have completed the examination and checked out 
of the test room, as other candidates in the area might be taking a restroom break and still not 
have completed the examination. You may not attend the examination only to review or audit 
test materials. You may not copy any portion of the examination for any reason. No examination 
materials may leave the test room under any circumstances and all examination materials must 
be turned in and accounted for before leaving the testing room. No unauthorized persons will 
be admitted into the testing area.

Please be further advised that all examination content is strictly confidential. You may only 
communicate about the test, or questions on the test, using the appropriate comment forms 
provided by the examination staff at the test site. At no other time, before, during or after the 
examination, may you communicate orally, electronically or in writing with any person or entity 
about the content of the examination or individual examination questions.

Reference Material

Candidates writing on anything other than examination materials distributed by the proctors 
will be in violation of the security policies above. Reference materials are not allowed in the 
testing room. Candidates are asked to bring as few personal and other items as possible to the 
testing area.

Examination Protocol

While the site climate is controlled to the extent possible, be prepared for either warm or cool 
temperatures at the testing center. Cellular phones and beepers are prohibited in the testing 
area. The use of headphones inside the testing area is prohibited. Electrical outlets will not be 
available for any reason. Earplugs for sound suppression are allowed. No smoking or use of 
tobacco will be allowed inside the testing area. You must vacate the testing area after you have 
completed the examination.

http://www.certifiedprofessionalorganizers.org/test-site.php
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Examination Tips
Below is a list of helpful things to keep in mind as you prepare for and then sit for 
the examination:

•	 Try to avoid situations that would trigger emotions such as worry, anger, depression, and 
lack of confidence right before the test day. These emotions interfere with memory and 
are sometimes called “memory thieves.”

•	 Get a good night’s sleep the night prior to the examination.

•	 Over-study a bit to build self-confidence and to remind yourself just how much 
you know, but don’t study so much that you go to the examination site in a state 
of exhaustion.

•	 Avoid stimulants. Stimulants can make you so wide awake that you may miss the point 
on some test items. Also, avoid tranquilizers, if your health condition permits. It is better 
to be a bit nervous before an examination than to be drowsy.

•	 Follow directions! If you read them too quickly, you may miss something important.

•	 Read each item very carefully. Don’t jump to conclusions based upon a quick skimming 
of the wording.

•	 See if you can answer the item before looking at the four (4) response options.

•	 Never think you have immediately spotted the correct response. “Back into” the correct 
response by first eliminating the incorrect choices.

•	 Answer each item - guess if necessary. Your score is based upon the number of items 
you respond to correctly. There is no penalty for guessing.

•	 If you are not sure of an answer, look for clues in the item and even in the choices. 
If you are able to eliminate some options, your chances of being correct if guessing 
are improved.

•	 Use your time wisely. Take the items in order, but don’t waste time worrying about 
those you cannot answer with certainty. Guess intelligently, select an answer, and if 
you have time at the end return for a second look. By then, you may have remembered 
something, or had a memory “jogger.”

•	 Read the Candidate Handbook. It is important that you understand administrative details 
about examination admission, examination rules, registration procedures, identification, 
score reporting, etc. Being familiar with these details will reduce your anxiety.

http://www.certifiedprofessionalorganizers.org/examination-tips.php

After the Examination
In most cases, you will receive your preliminary pass/fail result from the proctor at the testing 
center once you have completed your exam. Even with a pass result, the CPO® designation is 
not official until you receive your CPO® notification and certificate.

Notifications results will normally be mailed, via U.S. first class mail, within seven days of the 
end of the testing window. However, when a new version of the examination is released, a 
comprehensive statistical and psychometric analysis of the score data is conducted prior to the 
release of scores. A minimum number of candidates must have taken the examination for the 
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analysis to be conducted. Accordingly, depending upon the schedule of test dates for a given 
cycle, there may be occasions when scores are delayed for up to six weeks in order to complete 
this critical process.

Results WILL NOT be released over the phone. In order to receive your results, your email and 
mailing address must be current and any change must be submitted to SMT in writing.

http://www.certifiedprofessionalorganizers.org/after-certification.php

Scoring and Reporting
The examination consists of 125 multiple choice questions with four (4) choices per question. 
Twenty-five of these questions are included for research purposes only. The research questions 
are not identified; therefore, answer all questions to the best of your ability. Examination results 
will be based only on the 100 scored questions on the examination. 

There are several versions of the examination. It is important that each candidate have an 
equal opportunity to pass the examination, no matter which version is administered. Expert 
professional organizers have provided input as to the difficulty level of all questions used in the 
examinations. That information is used to develop examination forms that have comparable 
difficulty levels. When there are differences in the examination difficulty, a mathematical 
procedure is used to make the scores equal. Because the number of questions required to pass 
the examination may be different for each version, the scores are converted onto a reporting 
scale to ensure a common standard. The passing grade required is a scale score of 70 out of a 
possible 100 points on the grading scale.

http://www.certifiedprofessionalorganizers.org/scoring-reporting.php

Application Review and Audit 

Application Review

Each application will be reviewed by the BCPO® testing service (SMT) to ensure the eligibility 
of each applicant. Those applicants who do not qualify will be given the opportunity to provide 
additional documentation/information. However, in no circumstances shall the published 
application deadline be extended. Therefore it is important to submit the completed application 
as early as possible.

Based on the information provided, if a candidate is deemed ineligible to sit for the BCPO® 
Certification Examination, they will receive e-mail notification. An application may also be 
rejected if it is incomplete, illegible, or received after the application deadline.

Application Audit

BCPO® is charged with the responsibility for safeguarding the integrity of the CPO® designation. 
Part of this responsibility entails ensuring that candidates who apply for the certification 
examination do, in fact, meet the eligibility requirements. Accordingly, it is the policy of the 
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BCPO® to mandate an audit of a percentage of candidate examination applications, by verifying 
the assertions made by the candidates about their eligibility to sit for the examination. These 
application audits are conducted by an audit committee comprised of CPOs on behalf of BCPO®, 
to ensure a non-biased and objective review of the candidate’s eligibility. The audits will take 
place approximately three (3) weeks after the close of the examination window.

Should you be randomly selected (via a computerized random number generator program) for 
an application audit, you will receive a notice to this effect via your email address of record, 
along with a CPO® Candidate Consent Form which MUST be executed and returned immediately 
upon receipt of the notice of audit. It is strongly suggested that you collect, organize and have 
available this supporting documentation as you complete your application, so that it can be 
readily submitted should your application be randomly selected for audit.

http://www.certifiedprofessionalorganizers.org/application-review-and-audit.php

After Certification

Recertification
After initial certification, recertification is required every three (3) years. To recertify, a CPO® 
must assert to continuing practice as a professional organizer, pay the Annual Maintenance 
Fees (AMF), and either (a) earn 45 eligible continuing education units (CEUs) during the 3-year 
recertification period or (b) retake and pass the CPO® examination. 

If a CPO® chooses to recertify by examination and fails, certification is immediately revoked. 
Provided the candidate meets the current eligibility requirements for initial certification, he 
or she would be eligible to submit a new application to take the current examination as a 
new candidate.

The annual maintenance fee is currently $70 per year. Each CPO® will automatically receive an 
invoice prior to his or her anniversary date each year.

http://www.certifiedprofessionalorganizers.org/after-certification.php

Notification of Recertification Application Results
Upon receipt of the recertification application, payment of all Annual Maintenance Fees, and 
documentation of continuing education requirements as specified by BCPO®, a new CPO® 
certificate and ID card will be mailed to the CPO®.

http://www.certifiedprofessionalorganizers.org/notification-of-recertification-application-results.php
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Policies
A CPO® has made a professional, educational and financial investment in BCPO® certification. 
In order to maintain the integrity of BCPO® certification, as well as the respect associated 
with the CPO® designation, BCPO® is committed to established policies designed to protect 
that investment.

Contact Information Changes
CPO®s and CPO® candidates are required to keep BCPO® informed of updates to their contact 
information as a requirement of certification. CPO® s must update their directory information 
on the CPO®-Only section of www.certifiedprofessionalorganizers.org. Changes to 
contact information for candidates must be submitted tothe BCPO Client Relations Specialist, 
[ bcpo@smttest.com ].

Privacy Policies
The Board of Certification for Professional Organizers (BCPO®) has created these Privacy Policies 
in order to demonstrate our firm commitment to privacy. The following discloses our information 
gathering and dissemination practices.

BCPO® reserves the right to change these policies at any time by notifying users of the 
existence of a new privacy statement.

Collection of Data

BCPO® does not collect personal data about individuals except when such individuals specifically 
provide such information on a voluntary basis. Users should also be aware that non-personal 
information and data may be automatically collected through the standard operation of BCPO®’s 
Internet servers or through the use of “cookies.”

Purpose of Processing

The personal data collected is used by BCPO® and third parties acting on its behalf for customer 
administration and marketing-related purposes. If you do not wish to receive any direct 
marketing from BCPO®, please inform us using the instructions below.

In some cases, such as to apply for the CPO® examination, BCPO® does require the collection 
of home address and telephone numbers. It has been our experience that residential contact 
information is more constant than business contact information because of the mobility of 
professionals through their careers. This information is only used to contact individuals about 
upcoming examinations and related educational opportunities.
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BCPO® will occasionally perform statistical analyses on our website of user behavior and 
characteristics in order to measure interest in and use of the various areas of the site. BCPO® 
will provide only aggregated data from analyses to affiliated third parties. BCPO® also uses your 
IP address to help diagnose problems with our server and to administer our web site.

As BCPO® is an organization based in the United States, your personal data will be collected and 
processed in the United States by BCPO® and third parties acting on its behalf in accordance 
with and for the purposes set out in these Privacy Policies. If you do not wish your personal 
data to be handled in this way, please inform us using the instructions below.

Your Rights

BCPO® is a certification organization and maintains information on those who possess its 
certifications or have expressed an interest in them. If you would like to see the information 
BCPO® retains about you or would like to be removed from the BCPO® database, please write to 
us at the address below. Be aware that if you possess any BCPO® certification and request to be 
removed from its database, you will correspondingly lose your certification. In those cases when 
you want BCPO® to provide a copy of the information held on you, BCPO® may require the 
payment of an administration fee of $15. Additionally and upon your written request, BCPO® will 
update/correct personal information previously submitted which you believe to be inaccurate. 
Requests regarding your personal information may be sent to:

BCPO®

25400 US Hwy 19 N, Suite 285
Clearwater, FL 33763
(727) 734-9578 (fax)

Opt-Out

BCPO® must maintain contact information on all certificants to communicate relational or 
transactional information. BCPO® also sends promotional material promoting conferences, 
education opportunities, or other offerings. From time to time, BCPO® collaborates with other 
organizations and companies to promote other programs that may be of interest to professional 
organizers and BCPO® certificants. In such cases, BCPO® does not provide these organizations 
with any mailing information or otherwise disclose any contact information but distributes the 
organization’s information on its behalf to those who have elected to receive such information. 
If, at any time, you do not wish to receive marketing material, every marketing e-mail will 
include an opt-out link at the bottom, or you may notify BCPO® in writing at the address below. 
This does not include opting-out of BCPO® (meetings, newsletters, CEU notices) or transactional 
notices (called “official” communications.)

Third Parties
Occasionally, BCPO® out-sources administration and other functions to contractors. In such 
cases, BCPO® may provide these third parties with contact information for the sole purpose 
of performing BCPO®-sanctioned tasks under the supervision of BCPO® employees. These 
contractual relationships specifically address the manner in which they may use contact 
information and that they may not copy or disseminate that information or use it for any 
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purpose other than that specified in the contract. Additionally, upon termination of the contract, 
they must return all information to BCPO® and destroy any copies that they might possess.

BCPO® Public Directory
As a service to the general public and BCPO® certificants, BCPO® publishes, on the public side of its 
web site, a public directory listing of certificate holders. Listing in this directory is entirely voluntary. 
Those who elect to be listed should be aware that when they voluntarily disclose personally 
identifiable information (e.g., name, email address) on the CPO® Directory for the BCPO® sites, such 
information, along with any substantive information disclosed in the Directory, can be collected and 
correlated and used by third parties and may result in unsolicited messages from other posters or 
third parties. Such activities are beyond the control of BCPO®.

URL Links
The BCPO website www.certifiedprofessionalorganizers.org contains links to other sites. 
BCPO® is not responsible for any actions or policies of such third parties. Users should check the 
applicable privacy policy of such a party when providing personally identifiable information. In any 
event, users should be aware that when they voluntarily disclose personal data (e.g. user name, 
email address) on the CPO® Directory for the BCPO® sites, that such information, along with any 
substantive information disclosed in the Directory, can be collected and correlated and used by third 
parties and may result in unsolicited messages from other posters or third parties. Such activities are 
beyond the control of BCPO®.

CPO® Lists for Employers
Periodically, BCPO® is asked by an employer to verify that those CPOs who are employed by 
their organization hold BCPO® credentials. To that end, we provide names of those CPO®s who 
list the requester as their employer. No information, other than name, is revealed, and it is 
provided only to the employer upon written request. If you are a CPO® and do not wish to be 
identified as such to your employer, do not list your employer in your contact information, as 
this is the information used to identify you for inclusion to such a list.

Code of Ethics
BCPO® is committed to the highest ethical standards for all certificate holders, as reflected 
in the BCPO® Code of Ethics. Adherence to this Code of Ethics is required for the ongoing 
certification of all those who hold the Certified Professional Organizer® credential.

Preamble
This Code of Ethics is a set of principles which govern the professional conduct of Certified 
Professional Organizers with clients, colleagues and community. Certified Professional 
Organizers pledge to exercise judgment, self-restraint and conscience in their conduct in 
order to establish and maintain public confidence in the integrity of the CPO® certificate and 
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to preserve and encourage fair and equitable practices among all who are engaged in the 
profession of organizing.

Ethical Principles
Working Relationships

•	 I will only offer professional organizing services in those areas in which I am 
qualified, and I will accurately represent those qualifications in all verbal and 
written communications.

•	 I will market my professional organizing services in a lawful and honest manner.

•	 I will respect and not infringe upon the intellectual property rights of others.

•	 I will not use the proprietary materials or information of others without the owner’s 
written permission.

•	 I will comply with all laws applicable to the operation of my business and my provision 
of professional organizing services, and I will not engage in any fraudulent or deceptive 
acts or practices.

•	 I will at all times endeavor to avoid situations in which my provision of professional 
organizing services to one client places me in a conflict of interest position with 
another client.

Confidentiality
•	 I will respect a client’s wishes with respect to confidential treatment of 

client information.

•	 I will use reasonable means to keep all client records and materials in my possession 
secure and confidential unless the client gives me written permission to make such 
records or materials public.

Fees and Services
•	 I will establish my fees in a manner which does not involve collusion with a competitor, 

and I will communicate my fee and expense structure to my clients in advance of 
beginning the provision of professional organizing services.

•	 I will only recommend products and/or services that my clients need or desire.

Acknowledgement and Agreement
As a condition of being awarded and maintaining status as a Certified Professional Organizer®, 
I voluntarily agree to be bound by and to abide by this Code of Ethics, the Ethics Complaint 
Procedure for Certified Professional Organizers®, the Bylaws of the Board of Certification for 
Professional Organizers (BCPO®), and any policies or procedures adopted by the Board of 
Directors of the BCPO®, as they are now written or may be amended in the future.

I will report to the Professional Practices Committee of the BCPO® my knowledge of an act 
or omission of another Certified Professional Organizer® in violation of this Code, or of any 
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applicant for certification status in connection with such person’s application. I agree to 
cooperate with the Professional Practices Committee in the investigation of alleged violations of 
this Code of Ethics.

I acknowledge and agree that, if found to be in violation of this Code, I am subject to the 
prescribed disciplinary sanctions of the BCPO®. I acknowledge that, in the event of suspension 
or revocation of my certified status, all rights and privileges of said certification would 
be terminated.

http://www.certifiedprofessionalorganizers.org/node/13

Ethics Complaint Procedure

Preamble
The program of certification for professional organizers exists to foster the development and 
growth of organizing professionals, to promote high ethical standards and practices in the 
professional organizing industry, and to establish and maintain public confidence in the integrity 
and professionalism of organizing professionals, thereby protecting the public. The Code of 
Ethics for Certified Professional Organizers (“Code of Ethics”) sets forth the ethical principles to 
which all Certified Professional Organizers have subscribed. Certified professionals who violate 
the Code of Ethics or commit other acts of professional misconduct defined herein are subject 
to prescribed disciplinary procedures and sanctions set forth in this document.

Article I — Purpose and Function

1.01 Purpose. The disciplinary process set forth in this Ethics Complaint Procedure 
(“Complaint Procedure”) provides for an objective review of a Certified Professional Organizer’s 
compliance with the Code of Ethics, including a certified professional’s eligibility to retain said 
certification. Any Certified Professional Organizer® engaging in acts found to be in violation of 
the Code of Ethics or otherwise to constitute professional misconduct hereunder is subject to 
sanction under Article V-VII hereof.

1.02 Function. The function of this Complaint Procedure is as much evaluative as it is punitive.
When a complaint is filed under Article V hereof alleging that a Certified Professional Organizer® 
has been involved in unethical conduct or other professional misconduct, the disciplinary 
process set forth in this Complaint Procedure will be invoked.

Article II — Authority

2.01 Board of Directors. The Board of Directors of the Board of Certification for Professional 
Organizers (“BCPO®”) has the authority to impose sanctions set forth in Article VII hereof and 
to act upon applications for reinstatement of certification status.
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2.02 Professional Practices Committee. The Professional Practices Committee of the 
BCPO® will be vested with the authority to investigate alleged violations of the Code of Ethics or 
other professional misconduct and to recommend action to the Board of Directors.

2.03 Conflict of Interest. If a member of the Professional Practices Committee shall, with 
respect to any matter before the Committee, be considered by the Committee to have a conflict 
of interest with respect to such matter, such member shall be excluded from participation 
therein by the Committee. As deemed appropriate, the Chair has the authority to appoint 
temporary Committee members to substitute for disqualified Committee members. In the event 
that the Chair of the Committee has a conflict of interest with respect to a matter before the 
Committee, the remaining members of the Committee shall elect from among themselves a 
person to serve in the capacity of Chair with respect to such matter.

Article Iii — Grounds for Discipline

3.01 Acts or Omissions. Professional misconduct by a Certified Professional Organizer®, 
as defined below, shall constitute grounds for discipline, whether or not the act or omission 
occurred in the course of a client relationship:

(a) Any act or omission which violates the Ethical Principles of the Code of Ethics.

(b) Any act or omission to obtain or to assist another in obtaining certification 
or recertification as a Certified Professional Organizer® by fraud, misrepresentation or deception.

(c) Any act or omission in responding to a request from the Professional Practices Committee 
that, in the opinion of the Committee, obstructs the Committee’s performance of its duties.

(d) Any conviction of a felony or crime of moral turpitude or the equivalent of either under the 
criminal law applicable to a Certified Professional Organizer®.

Article Iv — Obligations to Report Professional Misconduct

4.01 Reporting of Violations. A Certified Professional Organizer® having knowledge of an 
act or omission by another Certified Professional Organizer® which violates the Code of Ethics 
or otherwise constitutes professional misconduct as defined in Section 3.01 hereof, has the 
obligation to report the matter by filing a complaint under Article V hereof.

4.02 Cooperation with Investigation. It is the obligation of any Certified Professional 
Organizer® to cooperate fully with the Professional Practices Committee in the investigation of 
alleged professional misconduct.
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Article V — Complaints of Professional Misconduct

5.01 Complaint of Professional Misconduct. A complaint of professional misconduct by a 
Certified Professional Organizer® must be signed and notarized, accompanied by substantiating 
documentary evidence, and submitted in writing to the Professional Practices Committee. A 
complaint may only be submitted once and may not be re-filed. The complaint must involve 
conduct which occurred within six (6) months of the date of the complaint. The complaint must 
include a detailed description of the nature of the alleged professional misconduct, as well as all 
pertinent facts and circumstances. The proceedings as a whole shall be treated confidentially, 
except to the extent required to complete the investigation, and except as provided herein in 
the event that certain disciplinary sanctions are imposed by the Board of Directors.

5.02 Initial Determination. Based upon the complaint and accompanying documents, the 
Professional Practices Committee will determine whether sufficient evidence exists to proceed 
with an investigation. If the Committee determines that insufficient evidence exists, the 
complaint shall be dismissed; the complainant shall be notified in writing of the dismissal. If 
the Committee determines that sufficient evidence does exist to initiate an investigation, it shall 
proceed as described below.

5.03 Formal Investigation. The Chair of the Professional Practices Committee shall inform 
the respondent in writing, by certified mail addressed to the last known address of the 
respondent, that a complaint of professional misconduct has been filed and that the Committee 
has determined to initiate a formal investigation of the matter. The Committee shall provide 
a copy of the complaint and all accompanying supporting documentation and evidence to 
the respondent. The identity of the complainant shall be revealed. The respondent shall have 
thirty(30) days from the date of receipt of the notification letter to prepare and submit a 
response in writing, along with whatever affidavits and documentary evidence the respondent 
feels support the response. The Committee shall have the right to seek additional information 
regarding the matter from the complainant, the respondent and/or relevant third parties. In 
conducting its investigation and evaluating all evidence, the Professional Practices Committee 
shall presume at the outset of its investigation that the respondent acted ethically and shall 
determine that an act of professional misconduct has occurred only if it finds clear and 
convincing evidence of such misconduct.

5.04 Determination and Recommendation. The Professional Practices Committee shall 
evaluate all documentation pertaining to the matter and render one of three (3) decisions within 
ninety (90) days of receiving all relevant evidence:

a. There is insufficient evidence to make a determination.

b. The complaint is substantiated.

c. The complaint is not substantiated.

In the case of a decision under a. or c. above, the complaint shall be dismissed, and both 
the complainant and the respondent shall be so notified by the Committee Chair in writing. 
If the Professional Practices Committee finds clear and convincing evidence of professional 
misconduct, it shall issue a written decision setting forth the basis for its decision and 
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recommending to the Board of Directors an appropriate sanction from among those set forth in 
Article VII hereof.

5.05 Notification of Determination. Following receipt and consideration of the decision and 
recommendation of the Professional Practices Committee, the Board of Directors shall, within 
thirty (30) days of receipt of the Committee recommendation, vote upon implementation of 
the sanction recommended by the Committee, or any lesser sanction proposed by the Board 
of Directors. A sanction will be implemented only upon its approval by a two-thirds (2/3) vote 
of the Board of Directors. Should the Board of Directors vote not to implement any sanction, 
the complaint shall be dismissed, and the complainant and respondent shall be notified of 
same in writing. Should the Board of Directors vote to implement a sanction, the respondent, 
but not the complainant, shall be notified of same in writing by certified mail. The notice shall 
advise the respondent of the right to submit new evidence under Article VI and of the fact 
that, in the absence of any such submission, the sanction will be effective thirty (30) days 
after the respondent’s receipt of the notice. Unless the Board of Directors reverses its decision 
under Article VI, the complaint and the sanction shall be recorded in the respondent’s official 
certification file.

Article Vi — Appeals Process

6.01 Limited Right to Appeal. Any dismissal of a professional misconduct complaint, whether 
by the Professional Practices Committee or by the Board of Directors, shall not be subject 
to appeal. A decision of the Board of Directors to implement sanctions against a respondent 
is subject to appeal by the respondent, but the sole ground for such appeal shall be that 
the respondent has new, relevant information which was not considered by the Professional 
Practices Committee. Any respondent having new information to submit to the Board of 
Directors shall, within thirty (30) days of receipt of the written notice required by Section 5.05, 
file with the Board of Directors a written notice of appeal stating the reason for the appeal 
and including the new information not considered by the Professional Practices Committee. 
Following review of the entire investigative file, the decision and recommendation of the 
Professional Practices Committee and the new information submitted by the respondent, the 
Board of Directors shall, within thirty (30) days of receipt of such new information, render a 
final decision which may not be further appealed. If the complaint is dismissed, the complainant 
and the respondent shall be notified of same in writing. If the appeal is denied, the respondent, 
but not the complainant, shall be notified of same in writing by certified mail, and the sanctions 
imposed by the Board of Directors shall be implemented immediately.

Article Vii — Sanctions

7.01 Censure. Censure may be invoked with respect to professional misconduct not deemed 
sufficiently severe to warrant greater sanction. An unpublished written reproach from the Board 
of Directors shall be mailed to the respondent. A copy of this letter shall become a permanent 
part of the respondent’s certification file. In the event of such a censure, the Certified 
Professional Organizer® would retain certification status and all of its rights and privileges.



30  •  Ethics Complaint Procedure

7.02 Probation. A respondent may be placed on probation for a period not to exceed 
three (3)  years; should, during the period of probation, any further professional misconduct 
complaints be found to be substantiated, the respondent’s certification status shall be 
suspended or revoked, as determined by the Professional Practices Committee and the Board 
of Directors. A Certified Professional Organizer® placed on probation would retain certification 
status and all of its rights and privileges during the period of probation.

7.03 Suspension. Certification status may be suspended for a specified period of time not 
to exceed three (3) years based upon the severity of the professional misconduct. At the 
conclusion of the period of suspension, the professional organizer may apply to the Board of 
Directors for reinstatement of her/his certification status. Had the professional organizer, absent 
such suspension, been subject to a recertification requirement during the period of suspension, 
such recertification requirement shall be imposed as part of the reinstatement process. A 
professional organizer whose certification status is suspended shall, immediately upon such 
suspension, not be entitled to any of the rights and privileges of certification status during such 
period of suspension.

7.04 Revocation. Certification status may be revoked in the event of egregious acts of 
professional misconduct, including without limitation knowingly falsifying information submitted 
to obtain and/or retain certification or cheating on the certification examination. Applicants for 
professional certification who, before certification status is awarded, are determined to have 
knowingly falsified application information or to have cheated on the certification examination 
shall be denied certification and may be forever barred from applying for certification. A 
professional organizer who has had her/his certification status revoked is not eligible for 
reinstatement of certification status. A professional organizer who has had her/his certification 
status revoked shall be eligible to re-apply for certification only if so determined by the Board 
of Directors at the time of revocation and only following such period of time as the Board 
of Directors may specify in its revocation determination. A professional organizer whose 
certification status has been revoked shall, immediately upon such revocation, no longer been 
titled to any of the rights and privileges of certification status.

7.05 Additional Disciplinary Sanctions. The Professional Practices Committee may 
recommend additional disciplinary sanctions, including without limitation mandatory professional 
education or other sanctions approved by the Board of Directors. Disciplinary sanctions 
may not include the imposition of fines, but may include the payment of restitution to a 
respondent’s client(s).

Article Viii — Public Notification of Suspension and Revocation

8.01 Public Notification. Unless otherwise determined by the Board of Directors in a 
particular matter, it shall be standard procedure to publish, in a manner deemed appropriate by 
the Board of Directors, the fact of any suspension or revocation of certification status, including 
the identity of the professional organizer involved. No publication will be made of the imposition 
of any other sanction.
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Article Ix — Use of Certification Credentials During Periods of 
Suspension And Revocation

9.01 Ownership of Certification Credentials. All certification credentials, including without 
limitation logos, the Certified Professional Organizer® and CPO® marks, certificates, walletcards, 
placards, decals, cuts, insignias, emblems and/or any other material used by the certificate 
holder to indicate or otherwise note status as a Certified Professional Organizer®, are and shall 
remain the sole property of the BCPO®.

9.02 Prohibitions Against Use. In the event that a professional organizer’s certification 
status has been suspended or revoked, he/she is no longer permitted to hold herself or himself 
out as a Certified Professional Organizer® or CPO® and must refrain from using all certification 
credentials, including those described in Section 9.01 above. Failure to comply with this 
prohibition will jeopardize the possibility of reinstatement of or reapplication for certification 
status, should the Board of Directors have determined that reapplication would be permitted.

9.03 Refunding of Fees. Should a professional organizer’s certification status be 
suspended or revoked, there shall be no refund of any fees already paid in connection with 
such certification.

Article X — Amendments to the Ethics Complaint Procedure

10.01 Amendments. This Complaint Procedure may be amended by a two-thirds (2/3) vote of 
the Board of Directors, provided that written notice of any proposed amendment shall be given 
to the Board of Directors together with the notice of the meeting at which the amendment will 
be considered.

10.02 Effective Date. An amendment so made shall be effective immediately upon adoption, 
unless a later effective date is specifically adopted at the time the amendment is enacted. 
Amendments shall be published to the organizing profession.

As outlined in Article V, a complaint of professional misconduct by a Certified Professional 
Organizer® must be signed and notarized, accompanied by substantiating documentary 
evidence, and submitted in writing to:

BCPO® Professional Practices Committee
c/o BCPO® Program Specialist
25400 US Hwy 19 N, Suite 285
Clearwater, FL 33763
(727) 734-9578 (fax)  
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Frequently Asked Questions (FAQs)

General
BASICS

•	 General Information

•	 Certification Overview

•	 Professional Organizer Overview

ELIGIBILITY REQUIREMENTS

•	 Work Experience as a Professional Organizer

•	 Education

•	 Organizing-Related Professional Activities

•	 Continuing Education

•	 Relevant Paid Work Experience Prior to Becoming an Organizer

GETTING CERTIFIED

•	 Registering for the Examination

•	 Preparing for the Examination

•	 Taking the Examination

AFTER THE EXAMINATION

•	 After the Examination

•	 The Audit Process

•	 The CPO® Credential

RECERTIFICATION

BASICS

General Information

Q: What is BCPO?
A: The Board of Certification for Professional Organizers® (BCPO®) is the certifying body whose 

mission is to advance the credibility and ethical standards of the professional organizing 
industry through credentialing. BCPO®’s charter is to increase the professionalism of the 
organizing industry by:

•	 Identifying a body of knowledge in the organizing profession

•	 Establishing a level of education and experience required for certification

•	 Advancing the practice of professional organizing

•	 Increasing the value of organizing practitioners to their employers

•	 Recognizing and raising industry standards, practices and ethics



Frequently Asked Questions (FAQs)  •  33 

•	 Maximizing the value received from the products and services provided by a CPO®

Q: Is BCPO® different from NAPO
A: Yes. BCPO® is the certifying body for experienced Professional Organizers. NAPO is a 

membership association open to any Professional Organizer or those considering a career in 
professional organizing. [ http://www.napo.net/ ]

Q: Is the BCPO® certification program the same as the ICD (formerly NSGCD) 
certification program?
A: No. The BCPO® certification program will certify you as a Certified Professional Organizer. 

Details for the ICD certification program are available on their website  
[ www.challengingdisorganization.org ].

Q: Who governs BCPO®?
A: BCPO® is an independent division of NAPO, and is governed by its own ByLaws, Code of 

Ethics, audit, review, and disciplinary policies and procedures.

Q: Who/what is SMT?
A: Schroeder Measurement Technologies, Inc. (SMT) [ http://www.smttest.com/ ] is BCPO’s 

testing service and is the administrator of the BCPO® certification program. SMT is an 
established full-service international testing company serving the needs of licensing boards 
and credentialing agencies with a wide range of test development and computer-based 
administration services at testing centers across North America. SMT’s testing products and 
services are the finest available and are designed to serve SMT’s clients by using the most 
appropriate psychometric and technological approaches available.

Q: Who/what is IQT?
A: IQT stands for Iso-Quality Testing, Inc. [ http://www.isoqualitytesting.com/ ] whose mission is to 

provide secure, user-friendly, high quality, reasonably-priced computerized examination 
delivery services to credentialing bodies and their candidates at secure and monitored 
locations around the world.

Certification Overview

Q: Do I need to be certified to work as a Professional Organizer?
A: No.

Q: What does it cost to sit for the certification examination?
A: There is a Standard Application Fee and a discounted fee for members of an IFPOA 

Member Association. IFPOA (International Federation of Professional Organizers Associations) 
Member Associations currently include AAPO, NAPO, NBPO, ICD and POC.

Q: Once I’m certified, will I always be certified?
A: No. Recertification is required every 3 years.

Q: What do I need to do to keep my certification active/current?
A: You will need to pay an annual maintenance fee (AMF) and follow the criteria for 

recertification prior to your 3-year anniversary.
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Q: �I’m new to the field of professional organizing. How should I start preparing now 
to sit for certification in a few years?

A: Everything you need to know is on this website. Start by reading the Candidate 
Preparation (see page 15) information. Keep a record of your paid work hours (see page 
8), and review the recommended resource list (see page 16).

Professional Organizer Overview

Q: �I’m interested in becoming a Professional Organizer. How can I find out more 
about the industry?

A: Many professional organizers have expanded their knowledge and skills through reading, 
teleclasses, conferences, networking, and involvement with professional organizer 
associations. Most community libraries have a variety of pertinent books and resources that 
cover organizing, as well as topics to help you learn how to develop your business.

Associations such as the National Association of Professional Organizers, the 
National Study Group on Chronic Disorganization, and other IFPOA member 
associations offer extensive educational opportunities in the areas of organizing skills and 
business development at their annual conferences, chapter events and tele-seminars. NAPO 
members can request to be added to NAPO’s electronic mailing list to be notified of these 
educational opportunities.

Classes are offered at community colleges, evening adult schools and national seminars on 
topics such as getting organized, clearing clutter, and time management, as well as business 
management classes including accounting, proposal writing, and marketing. Customized 
training programs and workshops instructing new professional organizers are also offered by 
veteran professional organizers worldwide.

ELIGIBILITY REQUIREMENTS

Work Experience as a Professional Organizer

Q: How do you define the last three years?
A:

Sit for the exam	 3 years for	  3 years for 
the month of:	 eligibility criteria is:	 re-certification criteria is:

October 2008	 10/1/2005 to 9/30/2008	 10/1/2008 to 9/30/2011

November 2008	 11/1/2005 to 10/30/2008	 11/1/2008 to 10/30/2011

February 2009	 2/1/2006 to 1/31/2009	 2/1/2009 to 1/31/2012

June 2009	 6/1/2006 to 5/31/2009	 6/1/2009 to 5/31/2012

October 2009	 10/1/2006 to 9/30/2009	 10/1/2009 to 9/30/2012

If you are in the Inaugural Class of CPOs, i.e. you sat for the examination on April 25, 2007, 
your next recertification date is 5/1/13.
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Q: �I organize part-time and do not have 1,500 hours of paid work experience in the 
last three years. Is there any way I can qualify?

A: If you have 1,250 hours of work in the last three years, you can reach the required 1,500 
by substituting other activities as published. (see page 8) The minimum of 1,250 hours of 
client-based experience is mandatory.

Q: �I don’t bill services by the hour, but sell programs as a package that includes 
a comprehensive assessment, written recommendations, system guidelines, 
training seminars, on-site system implementation, individual consultations, and 
follow-up sessions with the team and individuals. Much of this is developed off-
site. Is any or all of my work eligible?

A: Time spent on on-site assessment, development of the systems whether on or off-site, 
training, on-site implementation and follow-up sessions, which all involve or are the result of 
collaborating with a client, are all eligible hours.

Q: �I am a veteran organizer who worked with clients for 20 years, but have not 
had 1,500 (or even 1,250) hours of work with clients in the last three years. Do 
I qualify?

A: No. Certification is intended for active organizing practitioners who have met the published 
requirements.

Q: �I work for a closet manufacturer, and install custom closet systems in people’s 
homes. Is that organizing?

A: No. While you are providing a service that might lead to the client being more organized, you 
are installing the system, not organizing.

Q: �I install closet systems and garage systems as part of my organizing business, 
which entails an in-house assessment, design concept, installation, and working 
with the client to organize their stuff into the new system. How many hours of 
this work would count?

A: Assessment, design, and working with the client to organize and replace items in the system 
developed for them would all be eligible hours, while time spent on installation would not.

Q: �The primary focus of my organizing work is moving and relocations. Am I 
qualified to sit for the exam?

A: Elements of moving and relocation in collaboration with the client would be eligible hours; 
packing and transport with no client interaction would not. For example, working with a 
client to pack and store items efficiently, teaching a client to purge items wisely prior to the 
relocation, working with a client to develop an action plan for tasks related to the move and 
relocation - these and similar activities would all be eligible hours.

EDUCATION

Q: I have a BA and an MA. How many hours of credit can I claim for these degrees?
A: You can only claim substitute hours for one degree. A Bachelor’s Degree gains you credit for 

75 substitute hours and an Advanced Degree gains you credit for 100, but you cannot claim 
175 hours if you have both. The degree credits are non-cumulative so you can only claim 
one degree, not both. If you have both degrees, you can claim a maximum of 100 hours.



36  •  Frequently Asked Questions (FAQs)

ORGANIZING-RELATED PROFESSIONAL ACTIVITIES 
Paid Speaking Engagements

Q: �Why does speaking appear in both the regular hours level and the 
substitute level?

A: To be eligible for regular work hour credit, speaking would require some client interaction, 
such as working with a client to develop a customized presentation for their particular 
business or organization, or having interactive exchange in the process such as exercises or 
Q&A. A lecture or keynote type of speech that is “one size fits all” would be comparable to the 
client reading a book. While information may be communicated, this does not meet the client 
collaboration requirement, but may be used as substitute hours.

Q: �I recently spoke to a group that paid for my meal and transportation expenses. 
Does this count as a paid speaking engagement?

A: No. In this case, your expenses were covered but you were not paid for speaking, so it 
does not count as a paid speaking engagement. If you were paid a fee of any kind beyond 
expenses, it would count.

Mentor/Mentee/Apprenticeship

Q: �I have been training on the job with an established organizer. Do these hours 
count, and in which category?

A: If you are being paid and are interacting with the client, these count as eligible work 
hours. If you are training without pay, you may claim up to 10 of these hours in the 
substitute category.

Q: I spend 5 hours a month mentoring new organizers. Where do these hours fit in?
A: Both you and your mentees may claim up to 10 of these hours in the substitute category.

Writing Books & Authoring Articles

Q: �I am a Professional Organizer who specializes in writing books. My books 
generally take more than 1,500 hours to write. Do any of those hours qualify?

A: No. While writing a book qualifies you as an author, the hours spent writing do not meet the 
eligibility requirements with regard to collaborating with the client. However, you may claim a 
total of 20 substitute hours per published book, up to a total of 40 hours/2 books.

Q: �I wrote a series of articles for my local newsletter and then collected and 
printed them into a book I give to my clients. Does the book qualify in the 
substitute category?

A: A book, even if self-published, must be published with an ISBN to be eligible.

Professional Association Membership

Q: �Is membership in a professional organizing association (like NAPO) a 
requirement for becoming certified?

A: No. Any professional who meets the eligibility requirements may sit for this examination.
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Trainer/Teacher

Q: �I used to work personally with clients, but I have reduced my own client 
interaction, and hire and train employees who are sent to do the work. I spend 
the majority of my time speaking, training and writing books. Am I eligible 
for certification?

A: Probably not. Time spent training other organizers and in speaking engagements as 
described above would be eligible for substitute hours; however, your eligibility would 
depend on satisfying all of the other requirements.

Serving on an Organizing Entity’s Board of Directors

Q: What does serving on a board have to do with organizing skills?
A: Directing the activities of an organization whose purpose is specifically targeted to the 

organizing profession involves the development and promotion of industry best practices.

Q: I am a NAPO Ambassador. Does this count as serving on a board?
A: No.

Volunteer Work as an Organizer
Q: �Why does volunteer work qualify? I thought the requirements were for paid 

organizing hours.
A: If an organizer worked for a client who could not afford to pay, or if the organizer chose to 

lend his/her skills to community service or a charitable institution, the hours spent in client 
interaction would count towards this substitute category.

Q: �Can I earn credit for volunteering on something like a professional association 
(IFPOA) committee?

A: No, only volunteer work directly related to organizing is eligible for substitute hours.

CONTINUING EDUCATION
Q: How do I know which classes and courses are eligible for BCPO CEUs??
A: To determine whether a class/course is eligible, use this checklist: Is this class...

  1. at least 60 minutes long?
  2. �a live class/course (whether in person, by phone, or online) OR an online learning module 

or recorded teleclass/webinar that provides proof of attendance/completion?
  3. �a class/course that provides skills and knowledge that allow you to better serve 

your clients?

If the class meets all three of these requirements, it is likely to be eligible.

Classes on topics related to starting, building, growing or administering your own business 
(such as marketing, finding clients, choosing an organizing specialty, different business models, 
branding) are not eligible.
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Q: Where can I find classes that will allow me to earn eligible CEUs?
A: While organizing industry associations such as NAPO, POC, ICD, and AAPO can be good 

options for CEU-eligible classes, we strongly encourage you to look for other sources, 
such as community colleges, university extensions, other Professional Organizers, related 
professionals, online learning websites, and professional societies for related industries.

Q: �Are all of the sessions I take at the NAPO or POC conference eligible for BCPO 
CEUs?

A: No. Any class, course, or conference session, no matter who presents it, must meet BCPO’s 
criteria for CEUs in order to be eligible. Just because a class or conference session is given 
by NAPO, POC, or another organizing industry association does not necessarily mean that it 
is eligible.

Q: �Are there examples of what conference sessions would or would not qualify, and 
why?

A: Using the 2011 NAPO Annual Conference, here are some examples, based on the session 
descriptions.

PLEASE NOTE: The eligibility determinations listed below are based solely on the session descriptions provided in the conference 
brochure. As with any class or conference session, it’s always possible that the material the presenter covers will differ from the 
session overview. Attendees must use their own best judgment as to whether a session they attend meets the BCPO® CEU eligibility 
requirement that a class must provide skills and knowledge that further the professional’s ability to better serve their clients.

Pre-Conference Sessions: Wednesday, April 6, 2011

Course Number, Name, & Presenter CEU? Based on the description, this session:

(PC1) PO-201 - Residential Needs Assessment, 
Mindy Godding, CPO®

Probably offers information, skills & knowledge to allow for better 
client service.

(PC2) Your Organizing Business Vision – the 
Neglected Critical Element, Krista Green

No focuses on business growth & development, not skills & 
knowledge to allow for better client service.

(PC3) Compass: Your Roadmap to Business 
Reinvention, Karen Greenstreet

No focuses on business growth & development, not skills & 
knowledge to allow for better client service.

(PC4) The Missing Link – Getting from “To Do” to 
“Done!”, Linette George, CPO®

No focuses on business growth & development, not skills & 
knowledge for better client service.

(PC5) Advanced Social Media Marketing: Beyond a 
Facebook Fan Page, Rich Brooks

No focuses on marketing & business growth, not skills & 
knowledge for better client service. 

Thursday, April 7, 2011

Course Number, Name, & Presenter CEU? Based on the description, this session:

First-Timers’ Orientation, Paris Love & Diane Sullivan No is designed to give 1st-time conference attendees a 
conference overview; not an educational setting.

Ask the Organizer Panel, Golden Circle Only, Lisa 
Montanaro, JD, CPO®, moderator

Maybe may be eligible. If the panel focuses primarily on topics 
related to business i.e. marketing, business growth, etc., it 
may not be eligible.

Ask the Organizer Panel, Monica Ricci, CPO®, 
moderator

Maybe is likely eligible. If it focuses primarily on business topics 
(marketing, business growth, etc.), it may not be eligible.

(GS1) The Future of the Industry – Where 
Professional Organizing is Headed, Julie 
Morgenstern

No focuses on the current state & future direction of the 
professional organizing industry, not on skills & knowledge 
that allow for better client service.

(1-1) E-Commerce Demystified: Seven Steps to 
Selling Online, Karyn Greenstreet

No focuses on marketing & sales, not skills & knowledge for 
better client service.

(1-2) Intuition, Shifting Energy & the Woo-Woo 
Factor – The Unspoken Organizing Talent, Susan 
Lannis

Maybe may offer skills & knowledge that allow for better client 
service.
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(1-3) Sparkle When You Speak™, Sheryl Roush Maybe may offer to those whose business models include regular 
educational public speaking, skills & knowledge for better 
client service.

(1-4) Closet Design for Organizers, Kay Wade, CGP Probably offers skills & knowledge that allow for better client service.

(1-5) The Emotional Facet of the Client Relationship, 
Louise Kurzeka

Probably offers skills & knowledge that allow for better client service.

Friday, April 8, 2011

Course Number, Name, & Presenter CEU? Based on the description, this session:

(2-1) Bridging the Digital Divide: How to Organize 
and Be Productive in the Information Age, Geralin 
Thomas, CPO-CD®, moderator

Probably offers skills & knowledge that allow for better client service.

(2-2) Being Organized Isn’t Enough: Conducting 
a Comprehensive Productivity Assessment of the 
Office Client, Casey Moore, CPO®

Probably offers skills & knowledge that allow for better client service.

(2-3) Navigating the Slippery slope of Ethical 
Dilemmas, Lisa Montanaro, JD, CPO®

Probably offers skills & knowledge that allow for better client service.

(2-4) Photo Organizing – Tapping Into This New 
Niche, Catherine G. Nelson

Probably offers skills & knowledge that allow for better client service.

(2-5) When It’s About More Than “Stuff” – 
Addressing Couple Conflict During Residential 
Organizing Projects, Teresa Luetjen-Keeler, MA, 
CRC, CRTS

Probably offers skills & knowledge that allow for better client service.

(2-5) When It’s About More Than “Stuff” – 
Addressing Couple Conflict During Residential 
Organizing Projects, Teresa Luetjen-Keeler, MA, 
CRC, CRTS

Probably offers skills & knowledge that allow for better client service.

(GS2) The Truth About Sales: Sincere Selling Leads 
to Outrageous Results, Collette Carlson

No focuses on marketing & sales, not skills & knowledge for 
better client service.

(3-1) The Truth About Negotiation: 7 Strategies for 
Success, Colette Carlson

No focuses on marketing & sales, not  skills & knowledge for 
better client service.

(3-2) Attracting & Converting Customers With your 
Website – A Guide for a Focused, Web Marketing 
Strategy & Online Presence, Rich Brooks

No focuses on marketing, not on skills & knowledge for better 
client service.

(3-3) Lean Office – You Too Can Lean, Theresa E. 
Domoe

Probably offers skills & knowledge for better client service.

(3-4) Working with the Media, Jodie Watson No focuses on publicity & P.R., not skills & knowledge for better 
client service.

(3-5) Managing Clients’ Expectations, Standolyn 
Robertson, CPO®

Probably offers skills & knowledge for better client service.

Strategies to Organize Clients with ADD/ADHD Yes Provides skills & information that will allow PO’s to better 
serve clients with ADD.

Contagious Leadership…of You, Your Customers, 
and Your Business

No Based on session description, session, it focuses on topics 
related to business growth and development, not on 
knowledge or skills that will allow PO’s to better serve their 
clients.

Inspire: Courageous Confidence Yes Based on session description, it focuses on developing 
leadership skills, which can allow PO’s to better serve their 
clients.

Saturday, April Saturday, April 9, 2011

Course Number, Name, & Presenter CEU? Based on the description, this session:

(4-1) Welcome to the Wide, Wide World of Aging 
Services, Mary Kay Buysse & Jennifer Pickett

No focuses on terminology & marketing techniques within the 
senior organizing niche, not skills & knowledge for better 
client service.

(4-2) Welcome to Our World: Organizing Students 
and Loving It!, Donna Goldberg, moderator

Probably offers skills & knowledge for better client service.

(4-3) Space Planning for Professional Organizers, 
Janet Schiezl

Probably offers skills & knowledge for better client service.

(4-4) Creating Organizing Sustainability and Lasting 
Change With Our Clients, Denslow Brown, CPO-CD 
® , CPO®, MCC

Probably offers skills & knowledge for better client service.
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(4-5) Whole Brain Tools to Build Your Business and 
Your Life, Lee Silber

No is focused on running & growing an organizing business, not 
skills & knowledge for better client service.

(5-1) Special Population: Woking With People Who 
Have Memory Loss, Margit Novack, MCP

Probably offers skills & knowledge for better client service.

(5-2) Hiring and Training Successful Employees, Erin 
Elizabeth Wells, CPO®

No is focused on business administration, not skills & knowledge 
for better client service.

(5-3) Get your Clients’ Financial and Legal Clutter 
Together - Today, Hallie Hawkins, JD, CCRR & Shay 
Prosser, CDFA, CCRR

Probably offers skills & knowledge for better client service.

(5-4) Classic Time Management Systems and How 
They Can Work for You and Your Clients – Part I, 
Emily A. Wilska, CPO®

Probably offers skills & knowledge for better client service.

(5-5) Mobile & Web Productivity Tools, Allen Clary Possibly offers to those whose business models include productivity 
services, skills & knowledge that allow for better client 
service.

(6-1) New Takes on Productivity: 3 More Time 
Management Systems and How They Can Work for 
You – Part II, Emily A. Wilska, CPO®

Probably offers skills and knowledge that allow for better client service.

(6-2) Best Practices for Organizing the Creative 
Mind, Scott K. Belsky

Probably offers skills and knowledge that allow for better client service.

(6-3) Peace of Mind in the Face of Disaster – 
Preparing Clients for Any Emergency, Margaret R. 
Luken, CPO®

Probably offers skills and knowledge that allow for better client service.

(6-4) Organizing Beyond Your Own Personality 
Style, Jennifer R. Sedlock

Probably offers skills and knowledge that allow for better client service.

(6-5) How to Be Your Own Best Bookkeeper, Debbie 
Gilster, CPO®

Possibly is CEU-eligible only for organizers who offer bookkeeping 
services to their clients.

(GS3) Undercover Organizer: An Inside Look at How 
Successful Organizers Operate, Lee Silber

Possibly may be eligible. If the session is focused primarily on topics 
related to running an organizing business (marketing, 
business growth, etc.), it will not be eligible. 

Q: �What sort of proof of attendance/completion do I need for an online learning 
module or recorded teleclass?

A: For these classes, you need a certificate or other documentation proving not only that you 
registered for the class, but that you attended and completed it. For a webinar, this might be 
documentation showing the date you took the webinar and the time you spent taking it. For 
a teleclass, this might be a certificate proving that you listened to the entire class.

Q: �Can I listen to recorded conference sessions or other cd’s and count them as 
CEUs?

A: No. The only recorded sessions that are eligible for CEUs are those that include a way 
of proving you have listened to and interacted with the entire session, such as recorded 
teleclasses from the ICD. Recorded conference sessions do not offer a way of proving you 
have listened to the entire session, and also do not offer proof of attendance/completion.

Relevant Paid Work Experience Prior to Becoming an Organizer

Q: What do you mean by prior relevant paid work experience?
A: Experience must meet the same criteria for teaching, transferring or demonstrating 

organizing skills as described in the Eligibility Requirements.
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Military Service

Q: If I’m audited, what proof do you need for my military service?
A: Upon audit, a candidate must be prepared to produce a DD Form 214 Certificate of Release 

or Discharge from Active Duty, or equivalent document for the country served.

GETTING CERTIFIED 
Registering for the Examination

Q: How do I register to take the examination?
A: Complete the online registration form. When you have completed the registration process, 

you will receive a User ID and Password that will allow you to schedule your examination 
online through ISO Quality Testing, Inc.

Q: When is the examination given?
A: CBT examinations for Certified Professional Organizers will be administered from February 

1–28, June 1–30 and October 1–31 of each year. If you would like to receive an e-mail 
newsletter of program and testing updates, use the “What’s New” link at the top right of 
the website to subscribe to the announcements.

Q: Where is the examination given?
A: You can take the examination at hundreds of locations throughout the world. Testing 

Centers [ http://www.isoqualitytesting.com/locations.aspx ] are provided through the ISO-Quality 
Testing, Inc. network.

Q: What if there’s not a testing center near me?
A: Contact ISOqualitytesting@isoqualitytesting.com.

Q: Do I need to include documentation of my work hours with my application?
A: No. It is highly recommended that all applicants prepare such documentation prior 

to submission of the application, but DO NOT SUBMIT DOCUMENTATION WITH 
YOUR APPLICATION.

Q: Can I reschedule or cancel an examination that I have already scheduled?
A: Yes, but you must notify ISO-Quality Testing, Inc. within five full business days to avoid a 

late cancellation fee. [ ISOqualitytesting@isoqualitytesting.com ]

Preparing for the Examination

Q: What topics does the exam cover?
A: The major topics covered on the CPO® examination are:

•	 Foundations of Professional Organizing

•	 Legal and Ethical Considerations

•	 Preliminary Assessment

•	 Action Plan Development

•	 Action Plan Implementation and Project Management
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•	 Evaluation, Follow-up, and Maintenance

A detailed breakdown of the examination content (see page 10)can be found on this site. [ http://

www.certifiedprofessionalorganizers.org/examination-content.php ]

Q: What’s the format of the exam?
A: The examination consists of 125 multiple-choice questions. Each question has four possible 

response options. You will be allowed exactly two hours to complete the examination. The 
CPO® exam is given in English via computer at secure facilities around the world.

Q: �Do I need to read all of the material listed on the Suggested Reference Sources 
list in order to take the exam?

A: You are not required to read all of the books listed on the Suggested Reference 
Sources (see page 16) list. The list is not intended to be all-inclusive, nor does it 
represent the only references to be used as study material. The references in the list, 
combined with information gained through practical experience, are used to develop the 
examination questions.

You may have resources that are not on this list which adequately cover the content of the 
exam. You are encouraged to supplement your education and experience by reviewing other 
resources and finding information in areas in which you may consider yourself less skilled 
or experienced.

Q: �Is there a book I can read or a class I can take that will help me prepare to take 
the exam?

A: There are books and courses which may be specifically designed to prepare candidates for 
the CPO® exam. BCPO® cannot endorse any particular book or course, nor are they required 
as part of your preparation.

Your preparation could include a self-study reading program, participation in academic and 
noncredit courses, workshops, teleclasses, study groups, or professional meetings.

Taking the Examination

Q: How is the examination administered?
A: The examination is administered via Computer-Based Testing (CBT), an examination delivery 

system that replaces the “bubble sheets” of a paper and pencil exam. Candidates answer 
multiple choice questions via computer and in most cases receive the preliminary pass/fail 
results immediately.

Q: Will the exam be administered via paper and pencil?
A: No.

Q: Can I take the examination from home?
A: No. The CPO® examination must be taken in a secure testing environment. The presence 

of an authorized proctor is necessary to launch the examination and monitor the 
examination process.
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Q: Do I have to be very experienced with computers?
A: The examination is in a format that is very easy to use. You will have an opportunity at the 

test center to complete a five minute tutorial prior to starting your actual examination. 

Q: What do I need to bring to the test site?
A: Once you have successfully scheduled your examination online, an Examination Admission 

letter is automatically generated. You must bring this letter with you to the testing center, 
along with your government issued photo ID.

The admission letter provides a special code needed to access your examination, along with 
detailed information regarding your testing experience. This includes the center location, 
weather policies, what to bring and when to arrive.

It is recommended that you bring a sweater or jacket in the event the testing site is chilly.

Q: Are there things I’m not allowed to bring with me to the test site?
A: You are not allowed to bring food, beverages, electronic devices such as cell phones and 

PDAs, calculators, papers or books. You are encouraged to leave any unnecessary personal 
items at home or locked in your automobile. Only candidates and proctors are allowed in the 
testing area.

Q: What if something goes wrong with the computer while I’m taking the exam?
A: Immediately contact the proctor who will work with ISO-Quality Testing, Inc. personnel to 

resolve the issue as quickly as possible. You will still have a full two hours to complete the 
examination. In the event of a power outage, the completed portion of your examination will 
be saved and you will not need to begin again.

Q: During the actual examination, can I skip questions and return to them later?
A: Yes. Questions can be bookmarked, and returned to at a later point in the exam. Be sure to 

answer all questions, as only answered questions are scored.

Q: Can I review or change previous answers?
A: Yes. You can bookmark, review and change your answers.

Q: Can I use scratch paper?
 A: Yes. Scratch paper is provided at the test center. The scratch paper will be destroyed after 

you have completed your examination.

Q: How much time is allowed for the examination?
 A: Two hours is allowed for the examination. The timer begins once you complete the tutorial.

Q: Are individuals with disabilities accommodated in the testing center?
A: Yes. All testing centers are compliant with the Americans with Disabilities Act (ADA) or 

equivalent regulations when administered in other countries.
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AFTER THE EXAMINATION

Q: When will I find out whether I’ve passed the exam?
A: In most cases, you will receive your preliminary pass/fail result from the proctor at the 

testing center once you have completed your exam. Even with a pass result, the CPO® 
designation is not official until you receive your CPO® notification and certificate.

Q: Will I get a score for my exam?
A: You will receive a preliminary pass/fail result. As a matter of BCPO® policy and good testing 

practice, candidates are not issued numeric scores in order to (a) be in compliance with 
testing industry guidelines, and (b) to protect candidates from those who could misinterpret 
the meaning of the numeric scores (employers, for example).

The BCPO® examinations are referred to as “high stakes examinations” and are constructed 
using a criteria-referenced test design. A criteria-referenced test is not intended to compare 
candidates’ performance against that of other candidates, but rather compares a candidate’s 
performance against an absolute set of criteria. For example, an employer may erroneously 
assume a candidate with a score of 850 is more competent than a candidate with a score 
of 750. All properly constructed certification or licensing exams are not able to make such 
a distinction. It can only accurately be stated that both candidates possess the minimum 
competencies necessary to hold the credential.

Because the number of questions required to pass the examination may be different for each 
version, the scores are converted to a reporting scale to ensure a common standard. This 
common standard will change with each version.

Unlike the case of passing candidates, it is important for failing candidates to be provided 
with a diagnostic of relative strength and weakness information, so the candidate can 
assess the level of effort and areas needing more or less attention to prepare for a retake of 
the exam.

Q: �If I pass, why can’t I start referring to myself as a Certified Professional 
Organizer® right away?

A: It is BCPO® policy to audit a set percentage of candidate examination applications. These 
audits will take place approximately three weeks after the examination. If you have not 
been randomly selected for audit, you will receive your CPO® notification and certificate. At 
that time you may refer to yourself as a Certified Professional Organizer®. If you have been 
selected for audit, you must follow the procedures outlined in the audit process. 

Q: If I don’t pass the exam, can I re-take it?
A: Yes. The process to re-take the examination is the same as the initial application. There is 

no limit to the number of times candidates may take the examination, provided that all the 
eligibility requirements in effect at the time of application for re-examination have been met.

Q: How soon can I re-take the examination?
A: To apply for re-examination, candidates must complete all required application forms, pay 

the appropriate examination fees, and schedule another examination appointment within this 
or any examination window.
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Q: Will I have to pay to re-take the examination?
A: Yes. You will have to pay the current application fee at the time of your new application.

The Application Audit Process

Q: How is it decided who gets audited?
A: The selection is a purely random, computer-generated process.

Q: Who does the audit?
A: Facilitated by impartial staff from SMT, the Audit Committee is made up of qualified subject 

matter experts with a full understanding of the organizing profession. In the event that 
there is a conflict of interest between the candidate being audited and a member of the 
committee, that committee member will be replaced with an alternate.

Q: What information do I need to provide if I’m audited?
A: You will receive comprehensive instructions via your email address on record and by USPS 

surface mail.

Q: How do I document my work hours if I’m audited?
A: Think about what you would provide for an IRS audit. You may use copies of invoices or 

contracts, or generate reports from accounting or time-keeping software. If you keep your 
client appointments in a calendar or track them in a spreadsheet, you could provide a log of 
hours worked. It would be to your advantage to provide documentation for hours worked or 
substitute hours earned IN EXCESS of the minimum requirements. For example, if you can 
provide documentation for 1800 hours and 300 hours are deemed ineligible in an audit, you 
will still have met the eligibility requirements.

See the spreadsheets on next pages for examples of the level of detail required.

All information provided for an audit will be kept in strict confidence.
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Sample spreadsheet 1

Date Start 
Time

End  
Time

Client / Project Name Nature of Work that 
Taught or Tranferred Orga-
nizing Skills

Total 
Hours

Payment 
Yes/No

SAMPLE  
5/28/09 

8:00 
AM

10:00 
AM

Kathryn Standard / 
Home office

Paper processing to set up a filing 
system

2 Yes

TOTAL HOURS THIS PAGE 0
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Sample spreadsheet 2

HOURS CAN BE LOGGED BY DATE, BY PROJECT - WHATEVER WORKS FOR YOU THAT CAN PROVIDE THE BASIC DETAILS FOR THE AUDIT 
COMMITTEE
A. Organizer
Eligible Work 
Hours

Monthly
Date Client Start 

Time
End 
Time

Location Nature of Work Hours Pd Total 
Hours

2/1/2006 N. H. 10a 3p office processing of papers 5 x
2/3/2006 N. H. 10a 3p office processing of papers 5 x
2/4/2006 J. K. 10a 2p home papers 4 x
2/7/2006 N. H. 10a 4p office initial file set-up 6 x
2/10/2006 J. K. 9a 1p home processing of papers 4 x
2/10/2006 K. H. 2p 6p office inventory for insurance 4 x
2/13/2006 B. B. 10a 3p home organize garage 5 x
2/14/2006 A. M. 2p 6p office processing of papers 4 x
2/15/2009 O.A. 9a 1p home organize mailing lists 4 x
2/21/2006 N. H. 8a 11a office fine-tune file system 3 x
2/21/2006 A. M. 2p 6p office processing of papers 4 x
2/24/2006 A. M. 9a 1p office processing of papers 4 x
2/28/2006 N. H. 10a 2p confer-

ence 
room

space reorganization; reconfigure a/v system; Power-
Point training

4 x

TOTAL FEB 06 56

3/1/2006 M. S. 10a 6p home assess and begin to process closets and papers 8 x
3/3/2006 J. K. 9a 1p home processing of papers 4 x
3/3/2006 K. H. 2p 6p office develop inventory for insurance 4 x
3/4/2006 B. F. 11a 4p home assess household issues, outline steps for family/indi-

vidual goals and tasks
6 x

3/11/2006 E. B. 10a 4p home kitchen organizing 6 x
3/13/2006 N. H. 3p 5p office meeting planning 2 x
3/14/2006 S. S. 10a 2p office Receptionist P&P 4 x
3/18/2006 R. B. 11a 3p home organize study 4 x
3/21/2006 S. S. 10a 2p office Receptionist P&P 4 x
3/25/2006 E. B. 11a 3p home laundry & basement 5 x
TOTAL MAR 06 47

4/1/2006 R. B. 11a 7p home paperwork, files, records management for taxes 8 x
4/3/2006 M. Mc. 9a 4p home home office 7 x
4/4/2006 M. Mc. 9a 4p home home office 7 x
4/8/2006 M. B. 10a 12p home organizing school projects 2 x
4/8/2006 B. B. 12p 2p home organizing school projects 2 x
4/10/2006 N. H. 9a 12p office processing paperwork 3 x
4/11/2006 M. Mc. 9a 4p home computer training 7 x
4/12/2006 J. K. 9a 1p home purge & archive files 4 x
4/15/2006 E. B. 10a 2p home closets 4 x
4/17/2006 S. S. 10a 4p office staff training 6 x
4/18/2006 S. S. 10a 4p office staff training 6 x
4/19/2006 S. S. 10a 4p office staff training 6 x
4/20/2006 A. H. 2p 6p home home office 4 x
4/22/2006 R. B. 11a 3p home closets 4 x
4/29/2006 B. F. 10a 2p home Review and refine all systems 4 x
TOTAL APR 06 74

5/12/2006 B. F. 10a 4p home Review and refine all systems 6 x
5/15/2006 N. H. 9a 12p office processing of papers 3 x
5/16/2006 N. H. 9a 12p office processing of papers 3 x
5/22/2006 N. H. 9a 5p office processing paperwork; train assistant 8 x
5/23/2006 N. H. 10a 3p office work with NH and assistant on file purge and reor-

ganization
5 x

5/28/2006 B. F. 10a 2p home Review and refine all systems 4 x
5/29/2006 N. H. 10a 2p office general follow-up session 4 x
5/30/2006 N. H. 8a 4p office creating plan for office move, analyze space, indi-

vidual staff meetings/sessions
8 x

TOTAL MAY 06 41
TOTAL YTD 218
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Q: Will the auditors call my clients? What about client confidentiality?
A: You will need to provide three references who may be contacted by the auditors. It will be 

made clear in the interview that the audit is routine and random. All information collected for 
the audit process remains strictly confidential and is not used for any other purpose.

The CPO® Credential

Q: Are there any guidelines for using the CPO® credential?
A: Yes, there are guidelines detailed on the website.  

[ http://www.certifiedprofessionalorganizers.org/rights-to-use-of-logo.php ]

Q: �If I pass the exam, can I start referring to myself as a Certified Professional 
Organizer® right away?

A: Once you receive your official CPO® notification and certificate, you may refer to yourself as 
a Certified Professional Organizer®.

Q: Can I use the CPO® logo on my website and business cards?
A: Only those who have received the letter and certificate stating that they have successfully 

passed the CPO® examination(s) and certification requirements are authorized to use the 
BCPO® and CPO® logos.

Use of the logo indicates your acceptance of the terms in the agreement executed upon 
applying to sit for the corresponding examination and these guidelines, and that you have met 
the criteria to be a CPO®, and have maintained your certification obligations.

If you do not maintain your certification, or your CPO® Application Agreement (included on the 
examination registration form) has expired or is terminated, you must immediately discontinue 
use of the logo. All Rights of Use of the BCPO® and CPO® logos are available on the website. 
http://www.certifiedprofessionalorganizers.org/logo-usage-101.php#guide

Q: What should I do if I think someone is using the CPO® credential improperly?
A: If you have observed a misuse of the BCPO® or CPO® logo, please submit all relevant details 

to profpractices@certifiedprofessionalorganizers.org .

Q: What should I do if I believe that a CPO® has violated the BCPO® Code of Ethics?
A: Review the Ethics Complaint Procedure (see page 26) carefully and act accordingly.

http://www.certifiedprofessionalorganizers.org/faq.php
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Recertification Requirements FAQs
Q: How often do I need to recertify?
A: Recertification is required every three (3) years.

Q: How do I determine my recertification period?
A: 

If you sit for the exam any time	 Your 3 year period to meet 
during the month of:	 re-certification criteria is:

October 2008	 10/1/2008 to 9/30/2011

November 2008	 11/1/2008 to 10/30/2011

February 2009	 2/1/2009 to 1/31/2012

June 2009	 6/1/2009 to 5/31/2012

October 2009	 10/1/2009 to 9/30/2012

Q: What does it cost to recertify?
A: There is no fee for recertification, but your Annual Maintenance Fees (AMF) must be paid in 

full each year. If you choose to recertify by taking the examination, the standard application 
fees will apply. The application fee is in addition to, not in place of the Annual Maintenance 
Fees. The annual maintenance fee is currently $70 per year. Each CPO® will automatically 
receive an AMF invoice prior to his or her anniversary date each year.

Q: �Are the guidelines for continuing education courses the same for recertification 
as they are for initial certification?

A: Yes. The criteria used to determine the eligibility courses is the same: the course must 
contribute to your ability as an organizing practitioner to better serve your client. If the 
course allows you to increase your own skills or your ability to teach or transfer knowledge 
and/or skills to the client, you have chosen an eligible course.

QUESTIONS ABOUT CEUs

Q: How can I track my continuing education credits?
A: You can track your CEUs in the CPO-Only section of the BCPO website. Once you’ve logged 

in, you can enter or view your CEUs. We recommend that you enter your CEUs as you earn 
them to keep your records up-to-date.

Q: �What if I make a mistake while I’m recording my continuing education credits on 
the BCPO website?

A: As you enter the CEUs you will be able to preview your entry before it is saved. If you still 
make an error, you may edit any entry from the Edit My CEUs menu item by clicking on the 
course title.

Q: Do I need to earn 15 CEUs each year or can I earn them all at once?
A: You can earn CEUs at any time during the 3 year period, as long as you have accumulated 

45 CEUs by your recertification date.

http://www.certifiedprofessionalorganizers.org/recertification-faq.php
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Terms and Conditions of Use of 
BCPO® Website
Following are proprietary rights, notices and terms of use of this site. By using our site, you 
are agreeing to comply with and be bound by these Terms and Conditions of Use. Please 
review the following terms carefully. If you do not agree to these terms, please do not use this 
Website. Due to the changing nature of the Internet, the World Wide Web, business technology 
and business models related thereto, BCPO® reserves the right to change these Terms and 
Conditions of Use at any time. Your use of this Website and any future use of this Website 
constitutes assent to these Terms and Conditions in their form as of the date and time of 
your use.

Copyright and Trademarks
The content, organization, layout, architecture, graphics, design, compilation, magnetic 
translation, digital conversion and all other matters related to the Site are protected under 
applicable copyrights, trademarks and other proprietary (including but not limited to intellectual 
property) rights. The copying, redistribution, use or publication by you of any such matters 
or any part of the Site, except as allowed by this Agreement, is strictly prohibited. You do not 
acquire ownership rights to any content, document or other materials viewed through the Site. 
The posting of information or materials on the Site does not constitute a waiver of any right in 
such information and materials.

Certified Professional Organizer, CPO®, The Board of Certification for Professional Organizers 
and the CPO® logo and type treatment, are either trademarks or registered trademarks of 
BCPO®. Other product and company names mentioned on the Site may be trademarks of their 
respective owners.

Copyrights and Copyright Agents
We respect the intellectual property of others, and we ask you to do the same. If you believe 
in good faith that your work has been copied in a way that constitutes copyright infringement, 
please provide our Copyright Agent with the following information:

1.	 An electronic or physical signature of the person authorized to act on behalf of the 
owner of the copyright interest;

2.	 A description of the copyrighted work that you claim has been infringed;
3.	 A description of where the material that you claim is infringing is located on the Site;
4.	 Your address, telephone number, and e-mail address;
5.	 A statement by you that you have a good faith belief that the disputed use is not 

authorized by the copyright owner, its agent, or the law; and
6.	 A statement by you, made under penalty of perjury, that the above information in 

your Notice is accurate and that you are the copyright owner or authorized to act on 
the copyright owner’s behalf.
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Limited Right to Use
The viewing, printing or downloading of any content, graphic, form or document from the Site 
grants you only a limited, nonexclusive license for use solely by you for your own personal use 
and not for republication, distribution, assignment, sublicense, sale, preparation of derivative 
works or other use. No part of any content, form or document may be reproduced in any form 
or incorporated into any information retrieval system, electronic or mechanical, other than for 
your personal use (but not for resale or redistribution).

Indemnification
You agree to indemnify, defend and hold BCPO® and our affiliates, partners, officers, employees 
and agents harmless from any liability, loss, claim and expense, including reasonable attorneys’ 
fees, arising directly or indirectly from your breach of this Agreement or your use of the Site.

Disclaimer and Limits of Liability
THE INFORMATION FROM OR THROUGH THE SITE IS PROVIDED “AS IS,” “AS AVAILABLE,” 
AND ALL WARRANTIES, EXPRESS OR IMPLIED, ARE DISCLAIMED – INCLUDING, BUT NOT 
LIMITED TO, ANY IMPLIED WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR 
PURPOSE, TITLE, PERFORMANCE, QUALITY AND NON-INFRINGEMENT. SOME JURISDICTIONS 
DO NOT ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE EXCLUSIONS MAY 
NOT APPLY TO YOU.

THE INFORMATION AND SERVICES MAY CONTAIN BUGS, ERRORS, PROBLEMS OR OTHER 
LIMITATIONS. ALL RESPONSIBILITY OR LIABILITY FOR ANY DAMAGES CAUSED BY VIRUSES 
CONTAINED WITHIN THE SITE IS DISCLAIMED. WE AND OUR AFFILIATED PARTIES HAVE NO 
LIABILITY WHATSOEVER FOR YOUR USE OF ANY INFORMATION OR SERVICE.

WE ARE NOT LIABLE FOR ANY INDIRECT, SPECIAL, INCIDENTAL OR CONSEQUENTIAL 
DAMAGES (INCLUDING DAMAGES FOR LOSS OF BUSINESS, LOSS OF PROFITS, LITIGATION, 
OR THE LIKE), WHETHER BASED ON BREACH OF CONTRACT, BREACH OF WARRANTY, TORT 
(INCLUDING NEGLIGENCE), PRODUCT LIABILITY OR OTHERWISE, EVEN IF ADVISED OF 
THE POSSIBILITY OF SUCH DAMAGES. THE NEGATION OF DAMAGES SET FORTH ABOVE IS 
A FUNDAMENTAL ELEMENT OF THE BASIS OF THE BARGAIN BETWEEN US AND YOU. THIS 
SITE AND THE INFORMATION WOULD NOT BE PROVIDED WITHOUT SUCH LIMITATIONS. 
NO ADVICE OR INFORMATION, WHETHER ORAL OR WRITTEN, OBTAINED BY YOU FROM 
US THROUGH THE SITE SHALL CREATE ANY WARRANTY, REPRESENTATION OR GUARANTEE 
NOT EXPRESSLY STATED IN THIS AGREEMENT. SOME JURISDICTIONS DO NOT ALLOW THE 
EXCLUSION OR LIMITATION OF INCIDENTAL OR CONSEQUENTIAL DAMAGES, SO THE ABOVE 
LIMITATION AND EXCLUSION MAY NOT APPLY TO YOU.
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Privacy Policies
Our Privacy Policies, as they may change from time to time, are a part of this Agreement.

Links to Other Websites
The Site contains links to other Websites. We are not responsible for the content, accuracy or 
opinions expressed in such Websites, and such Websites are not investigated, monitored or 
checked for accuracy or completeness by us. Inclusion of any linked Websites on our Website 
does not imply approval or endorsement of the linked Website by us. If you decide to leave our 
Website and access these third-party Websites, you do so at your own risk.

Information and Press Releases
The Website contains information and press releases about us. While this information was 
believed to be accurate as of the date prepared, we disclaim any duty or obligation to update 
this information or any press releases. Information about companies other than ours contained 
in the press release or otherwise, should not be relied upon as being provided or endorsed 
by us.

Miscellaneous
This Website (excluding linked sites) is controlled by BCPO®, with offices within the state of 
Florida, United States of America. By accessing this Website, you agree that the statutes and 
laws of the state of Florida, without regard to its conflicts of laws principles, will apply to all 
matters relating to the use of this Website and that any disputes arising hereunder will be 
decided in the courts of the State of Florida, including the federal courts therein. You expressly 
submit to the exclusive jurisdiction of said courts, consent to extraterritorial service of process 
and hereby waive any jurisdictional or venue defenses otherwise available to you. Those who 
choose to access this site from other locations do so on their own initiative and are responsible 
for compliance with local laws, if and to the extent local laws are applicable. The language 
in this Agreement shall be interpreted in accordance with its fair meaning and not strictly for 
or against either party. Should any part of this Agreement be held invalid or unenforceable, 
that portion shall be construed consistent with applicable law and the remaining portions shall 
remain in full force and effect. To the extent that anything in or associated with the Site is in 
conflict or inconsistent with this Agreement, this Agreement shall take precedence. Our failure 
to enforce any provision of this Agreement shall not be deemed a waiver of such provision nor 
of the right to enforce such provision.

http://www.certifiedprofessionalorganizers.org/policies.php
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Examination Application Form

You are about the begin the online application for the Certified Professional Organizers® 
Examination. If you prefer to complete and mail a paper application [ http://www.

certifiedprofessionalorganizers.org/sites/default/files/BCPO_CPO_Application_Form.pdf ], print and complete the linked 
form. Applicants from outside the United States and Canada must print and complete a paper 
application as we cannot currently process international applications online.

If you are already a CPO and are recertifiying, do not use this application. Log in (if you are not 
already logged in) using your CPO username and password, and navigate to the Recertify link 
under the CPO Only menu item.

SECTION 1: INSTRUCTIONS

If you have already completed the application process and wish to extend your 
“valid through” date, please contact registrations@isoqualitytesting.com. 

There are three steps to this application process:

Step One: Complete the following form in its entirety. Incomplete or partially filled forms will 
not be processed. All fields marked with an asterisk require a response.

Step Two: Submit online payment with Visa/MasterCard/American Express/Debit Card

Step Three: Schedule your exam online.

If you have difficulties finding a site, or there are no available dates at your 
preferred site, contact IQT at 1-866-773-1114.

SECTION 2: APPLICANT INFORMATION

Application Type: *

Original (First-Time) Candidate	

Re-take Candidate

If you are already a CPO and are recertifiying, do not use this application. Log in (if you are not 
already logged in) using your CPO username and password, and navigate to the Recertify link 
under the CPO Only menu item.
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Applying for: *

February

Mr.

Ms.

Dr.

Last Name: * __________________________________________________________________

First Name: *___________________________________________________________________

Middle Initial:___________________________________________________________________

Former Name(s):________________________________________________________________

Business Name:_________________________________________________________________

Home Address: *________________________________________________________________

City: *________________________________________________________________________

State/Province: *________________________________________________________________

Country: *_____________________________________________________________________

Postal Code: *__________________________________________________________________

Email: *_______________________________________________________________________

Email Confirm: *________________________________________________________________

Daytime Telephone Number: *_____________________________________________________

AAPO, NAPO, NBPO, NSGCD or POC Membership Status: *

Member

Non-Member

SECTION 3: APPLICANT BACKGROUND

BCPO® does not discriminate on the basis of race, religion, sex, national origin, marital status, 
sexual orientation or disability.

· Have you ever been convicted of a felony, a crime based on dishonesty (felony 
or misdemeanor involving lying) or a Court Martial in military service, or is there a 
felony charge now pending against you? (Omit minor traffic violations and offenses 
prosecuted in juvenile court.): *

Yes

No
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· Have you ever had a professional license, certification, membership or registration 
revoked, or have you ever been censured or disciplined by any professional 
organization or government agency?: *

Yes

No

· Have you ever been known by any other name, alias, or pseudonym? (You need not 
include user identities or screen names with which you were publicly identified.): *

Yes

No

· If you replied YES to any of the foregoing questions, please explain fully:

_____________________________________________________________________________ 	

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

SECTION 4: AUDIT OF ELIGIBILITY CRITERIA

In the event of an audit the applicant must be prepared to provide supporting documentation 
for the criteria in sections 5 & 6. It is highly recommended that all applicants prepare such 
documentation prior to submission of this application. See these spreadsheets for examples of 
the level of detail required. YOU CAN NOT SUBMIT THIS DOCUMENTATION WITH YOUR 
APPLICATION.

http://www.certifiedprofessionalorganizers.org/sites/default/files/Sample_Audit_Documentation_1.xls 

http://www.certifiedprofessionalorganizers.org/sites/default/files/Sample_Audit_Documentation_2.xls

SECTION 5: CPO® EXAMINATION ELIGIBILITY CRITERIA

High School diploma or equivalent

AND one of the following:

�A minimum of 1500 eligible hours of paid work experience as a Professional Organizer in the 
last three (3) years
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OR

�A minimum of 1250 eligible hours of paid work experience as a Professional Organizer and 
up to 250 eligible substitute hours in the last three (3) years. If you choose this option, you 
will need to enter your hours of paid work experience as a Professional Organizer here and 
complete SECTION 6 below.

Hours of work experience as a professional organizer (1250 - 1499):

_____________________________________________________________________________

SECTION 6: SUBSTITUTE HOURS

Candidates may claim a MAXIMUM of 250 hours of credit towards the above 1500 hour 
prerequisite if they are deficient in work experience, from one or more of the following 
SUBSTITUTE categories.

Formal Education - non-cumulative, select only one:

AA Degree - 50 hours credit

Bachelor’s Degree - 75 hours credit

Advanced Degree - 100 hours credit

Continuing Education Courses within the last 3 years. For each course, the candidate may claim 
the actual hours attended. Eligible courses are those at least 1 hour (60 minutes) in length that 
provide skills or knowledge that allow you to better serve your clients. Courses on starting or 
changing your business, marketing, administration, and other business-related topics generally 
are not eligible.

Total Continuing Education Hours Credit:_____________________

Organizing-Related Professional Activities (within the last 3 years)

Organizing Related Coaching/Consulting, actual hours, maximum of 10 hours credit:

0

0.5

1

1.5

2

2.5

3

3.5

4

4.5

6

6.5

7

7.5

8

8.5

9

9.5

10

Paid Speaking Engagements, actual hours, maximum of 10 hours credit:

0

0.5

1

1.5

2

2.5

3

3.5

4

4.5

6

6.5

7

7.5

8

8.5

9

9.5

10

Mentor/Mentee/Apprenticeship, actual hours, maximum of 10 hours credit:

0

0.5

1

1.5

2

2.5

3

3.5

4

4.5

6

6.5

7

7.5

8

8.5

9

9.5

10

Publishing Books, 20 credit hours per book, maximum of 40 hours credit:

0 20 40
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Authoring Articles (minimum 500 words each article), 10 credit hours per article, 
maximum of 30 hours credit:

0 10 20 30

Trainer/Teacher, actual hours, maximum of 10 hours credit:

0

0.5

1

1.5

2

2.5

3

3.5

4

4.5

6

6.5

7

7.5

8

8.5

9

9.5

10

Serving on an Organizing Entity’s Board of Directors, 10 hours credit:

0

0.5

1

1.5

2

2.5

3

3.5

4

4.5

6

6.5

7

7.5

8

8.5

9

9.5

10

Volunteer Work as an Organizer, actual hours, maximum of 10 hours credit:

0

0.5

1

1.5

2

2.5

3

3.5

4

4.5

6

6.5

7

7.5

8

8.5

9

9.5

10

Relevant Paid Work Experience Prior to Becoming an Organizer, 25 per full-time 
year, maximum 3 years or 75 points. Experience must include the same criteria for 
transfer of skills as described in the Eligibility Requirements.

None 1 Year 2 Years 3 Years

Military Service, 10 per year, maximum 5 years or 50 points.

None 1 Year 2 Years 3 Years 4 Years 5 Years

Total Eligible Hours Credit:
25

SECTION 7: Cancellations, Refunds, Retake Examinations, and Copyright/
Confidentiality Policies

By submitting this application, I hereby affirm that I understand, acknowledge and 
agree to the following:

•	 Cancellations and Refunds

•	 BCPO® eserves the right to cancel any examination 15 days in advance. BCPO®’s liability 
shall be limited to a full refund of fees paid. Cancellation or rescheduling requests 
received in writing with 22 days notice or more will incur a cancellation or rescheduling 
fee. Cancellation or rescheduling requests received in writing between 21 calendar days 
and the day prior to the exam will be given credit toward attendance at a subsequent 
exam only (refunds will not be given) and will incur an additional fee for rescheduling. 
Cancellations received on the day of the exam, or “no shows,” will not be given a 
refund or credit unless there is a documented medical emergency. If you fail to show 
up for your examination at the appointment time (i.e. a “no show”), or you can not be 
admitted because you failed to bring proper identification, or your admission letter, your 
examination fees are forfeited and you must reschedule your appointment and pay a 
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new examination fee. In the event that you must reschedule or postpone a computer 
based testing appointment, you must contact IQT by phone at 866-773-1114, or 
reschedule online, at least four (4) business days prior to your scheduled testing time. 
If you do not show up for, or fail to reschedule your examination without giving IQT at 
least four (4) business days notice, you will forfeit your fees already paid unless there is 
a documented medical emergency.

•	 Examination Retakes

•	 It is BCPO®’s policy to prohibit the retaking of any CPO® certification exam by a 
certification holder more than ninety (90) days prior to the expiration of the holder’s 
certificate. Furthermore, a certificate holder may not retake any exam if (1) he or she 
has been de-certified by BCPO® and prohibited from being recertified; or (2) he or she 
currently serves or intends to serve within the next ninety (90) days as an instructor 
or advisor assisting others to study for the exam, whether for BCPO® or any other 
organization. Violation of any provision of this policy shall be submitted to the BCPO® 
Professional Practices Committee for remedial action, including possible decertification.

•	 Confidentiality and Copyrights

•	 I have read the BCPO® Code of Ethics and hereby confirm that I have not violated 
any of its provisions in the past and that I will comply with it in the future. I will treat 
all information related to the examination as confidential, whether provided to me by 
BCPO® or received from other sources. All information provided by me in the application 
is true to the best of my knowledge. BCPO® may, at its sole discretion, make inquiry 
of individuals and organizations directly or indirectly referenced in any part of this 
application to verify the accuracy and completeness of the information I have provided.

By submitting this application, I hereby affirm that I understand, acknowledge 
and agree to the policies outlined above.

SECTION 8: APPLICANT AGREEMENT

By submitting this application for a CPO® certification examination, I hereby certify that I 
have read, understand, and agree to the CPO® applicant requirements published on the 
BCPO® web site (including the BCPO® Logo Usage Guidelines, Privacy Policy (http://www.

certifiedprofessionalorganizers.org/policies.php#privacy), Examination Rules (http://www.certifiedprofessionalorganizers.org/

examination-content.php), Examination Appeals (http://www.certifiedprofessionalorganizers.org/examination-appeals.php), 
and Contact Information Changes [ http://www.certifiedprofessionalorganizers.org/policies.php#contact-info-changes 

] policies); agree to the policies in Section 4 above; agree to the policies in Section 7 above; 
meet each and every requirement set forth, and have completely, honestly and accurately 
completed this Examination Application Form to the best of my knowledge.

All information provided by me in this application is true to the best of my knowledge. BCPO® 
may, at its sole discretion, make inquiry of individuals and organizations directly or indirectly 
referenced in any part of this application to verify the accuracy and completeness of the 
information I have provided. I further agree to cooperate in any such investigation by BCPO® 
regarding the information I have provided, including my criminal history. I understand that 
providing any information that is fraudulent, or failing to completely or accurately disclose facts 
known to me, or my failure to cooperate in any inquiry by BCPO® into the information I have 
provided, will result in the refusal of BCPO® to issue the credential to me or revocation of my 
credential if already awarded, and me being forever barred from attaining the CPO® credential.
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Any action arising out of this application, the CPO® examination or any BCPO® certification 
(a) shall be governed by the law of the state in which the principal office of BCPO® is located, 
without regard to that state’s choice of law principles, and (b) must be brought in a state 
or federal court in the jurisdiction in which such principal office of BCPO® is located. The 
undersigned applicant hereby submits to the personal jurisdiction of the state and federal courts 
in such jurisdiction.

�I HAVE READ AND UNDERSTAND THESE STATEMENTS AND INTEND TO BE 
LEGALLY BOUND BY THEM.

Once you receive your username and password on the following screen you 
can continue the application process using the link provided there. If you wish 
to continue at a later time, be sure to print out or write down your username 
and password, and browse to https://www.iqttesting.com when you are ready 
to continue.

http://www.certifiedprofessionalorganizers.org/applications.php



60  •  Recertification Application Form

Recertification Application Form
Here you will find the application to recertify as a Certified Professional Organizer®. 

SECTION 1: INSTRUCTIONS
If you have already completed the application process and wish to extend your 
“valid through” date, please contact registrations@isoqualitytesting.com.

Complete the following form in its entirety. Incomplete or partially filled forms will not 
be processed. All fields marked with an asterisk require a response. When you have 
submitted the form you will receive additional instructions based on how you have 
chosen to recertify. If you choose to recertify by examination, and have difficulties 
finding a site or available dates at your preferred site when scheduling your exam, 
contact IQT at 1-866-773-1114.

SECTION 2: APPLICANT INFORMATION
Application Type: *

  Recertify by examination

  Recertify by eligible CEUs

Whether you choose to certify by examination or CEUs, by making that selec-
tion above you are asserting that you have continued to practice as a Professional 
Organizer in the last three (3) years.

Applying for: *

  January
  February
  March
  April
  May
  Juney

  July
  August
  September
  October
  November
  December

If recertifying by examination, select the month in which you plan to take the exam. If 
recertifying by CEUs, select the month in which you are submitting this application.

AAPO, NAPO, NBPO, ICD or POC Membership Status: *

  Member

  Non-Member
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SECTION 3: APPLICANT BACKGROUND
BCPO® does not discriminate on the basis of race, religion, sex, national origin, marital status, 
sexual orientation or disability.

•	 �Have you ever been convicted of a felony, a crime based on dishonesty (felony or 
misdemeanor involving lying) or a Court Martial in military service, or is there a 
felony charge now pending against you? (Omit minor traffic violations and of-
fenses prosecuted in juvenile court.): *

  Yes

  No

•	 �Have you ever had a professional license, certification, membership or registra-
tion revoked, or have you ever been censured or disciplined by any professional 
organization or government agency?: *

  Yes

  No

•	 �Have you ever been known by any other name, alias, or pseudonym? (You need 
not include user identities or screen names with which you were publicly identi-
fied.): *

  Yes

  No

•	 If you replied YES to any of the foregoing questions, please explain fully:

SECTION 4: AUDIT OF APPLICATION
BCPO® is required to audit a percentage of all applications. In the event of an audit the ap-
plicant must be prepared to provide supporting documentation for information, statements, 
and answers he/she provided on this application. It is highly recommended that all applicants 
prepare such documentation before submitting this application. You cannot submit this 
documentation with your application.
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SECTION 4: Cancellations, Refunds, Retake Examinations, and Copyright/

Confidentiality Policies
By submitting this application, I hereby affirm that I understand, acknowledge 
and agree to the following:

Cancellations and Refunds

* � BCPO® reserves the right to cancel any examination 15 days in advance. BCPO®’s liability shall 
be limited to a full refund of fees paid. Cancellation or rescheduling requests received in writing 
with 22 days notice or more will incur a cancellation or rescheduling fee. Cancellation or re-
scheduling requests received in writing between 21 calendar days and the day prior to the exam 
will be given credit toward attendance at a subsequent exam only (refunds will not be given) 
and will incur an additional fee for rescheduling. Cancellations received on the day of the exam, 
or “no shows,” will not be given a refund or credit unless there is a documented medical emer-
gency. If you fail to show up for your examination at the appointment time (i.e. a “no show”), 
or you can not be admitted because you failed to bring proper identification, or your admission 
letter, your examination fees are forfeited and you must reschedule your appointment and pay 
a new examination fee. In the event that you must reschedule or postpone a computer based 
testing appointment, you must contact IQT by phone at 866-773-1114, or reschedule online, 
at least four (4) business days prior to your scheduled testing time. If you do not show up for, 
or fail to reschedule your examination without giving IQT at least four (4) business days notice, 
you will forfeit your fees already paid unless there is a documented medical emergency.

Examination Retakes

* � It is BCPO®’s policy to prohibit the retaking of any CPO® certification exam by a certification 
holder more than ninety (90) days prior to the expiration of the holder’s certificate. Further-
more, a certificate holder may not retake any exam if (1) he or she has been de-certified by 
BCPO® and prohibited from being recertified; or (2) he or she currently serves or intends to 
serve within the next ninety (90) days as an instructor or advisor assisting others to study for 
the exam, whether for BCPO® or any other organization. Violation of any provision of this policy 
shall be submitted to the BCPO® Professional Practices Committee for remedial action, including 
possible decertification.

Confidentiality and Copyrights

* � I have read the BCPO® Code of Ethics and hereby confirm that I have not violated any of its 
provisions in the past and that I will comply with it in the future. I will treat all information 
related to the examination as confidential, whether provided to me by BCPO® or received 
from other sources. All information provided by me in the application is true to the best of 
my knowledge. BCPO® may, at its sole discretion, make inquiry of individuals and organiza-
tions directly or indirectly referenced in any part of this application to verify the accuracy 
and completeness of the information I have provided.

 � By submitting this application, I hereby affirm that I understand, acknowledge 
and agree to the policies outlined above.



Recertification Application Form  •  63 

SECTION 5: APPLICANT AGREEMENT
By submitting this application for a CPO® certification examination, I hereby certify that I have 
read, understand, and agree to the CPO® applicant requirements published on the BCPO® web 
site (including the BCPO® Logo Usage Guidelines [ http://www.certifiedprofessionalorganizers.org/logo-

usage-101.php ], Privacy Policy [ http://www.certifiedprofessionalorganizers.org/policies.php#privacy ], Examination 
Rules [ http://www.certifiedprofessionalorganizers.org/examination-content.php ], Examination Appeals [ http://www.

certifiedprofessionalorganizers.org/examination-appeals.php ], and Contact Information Changes [ http://www.

certifiedprofessionalorganizers.org/policies.php#contact-info-changes ] policies); agree to the policies in Section 4 
above; agree to the policies in Section 7 above; meet each and every requirement set forth, 
and have completely, honestly and accurately completed this Examination Application Form to 
the best of my knowledge.

All information provided by me in this application is true to the best of my knowledge. BCPO® 
may, at its sole discretion, make inquiry of individuals and organizations directly or indirectly 
referenced in any part of this application to verify the accuracy and completeness of the 
information I have provided. I further agree to cooperate in any such investigation by BCPO® 
regarding the information I have provided, including my criminal history. I understand that 
providing any information that is fraudulent, or failing to completely or accurately disclose 
facts known to me, or my failure to cooperate in any inquiry by BCPO® into the information I 
have provided, will result in the refusal of BCPO® to issue the credential to me or revocation 
of my credential if already awarded, and me being forever barred from attaining the CPO® 
credential.

Any action arising out of this application, the CPO® examination or any BCPO® certification 
(a) shall be governed by the law of the state in which the principal office of BCPO® is located, 
without regard to that state’s choice of law principles, and (b) must be brought in a state or 
federal court in the jurisdiction in which such principal office of BCPO® is located. The under-
signed applicant hereby submits to the personal jurisdiction of the state and federal courts in 
such jurisdiction.

 � I HAVE READ AND UNDERSTAND THESE STATEMENTS AND INTEND TO BE 
LEGALLY BOUND BY THEM.

Once you submit your application by clicking the button below, your application 
will be validated. If you are recertifying by eligible CEUs, and your application is 
validated, no further actions by you regarding the application are required.

If you are recertifying by examination, once you receive your username and 
password on the following screen you can continue the application pro-
cess using the link provided there. If you wish to continue at a later time, be 
sure to print out or write down your username and password, and browse to 
https://www.iqttesting.com when you are ready to continue.

http://www.certifiedprofessionalorganizers.org/recertify.php


