INSTRUCTIONS FOR DAWIA CERTIFICATION APPLICATION

ALL FORMS MUST BE WRITTEN CLEARLY OR THEY WILL BE RETURNED

1. Fill out the top portion of the application for certification package.  You MUST determine if this application is for your primary career field or subsidiary career field.  (Your primary career field is the one to which your position has been designated).

2. Determine if you are requesting Level I, Level II or Level III certification.

3. For each certification level, you must meet certain education, experience and

training requirements.  Look at the certification form.  Check off on the form which of these requirements you have met.  Attach any relevant course certificates (for official DAU sponsored courses).

4. Take the certification package to your immediate supervisor for his/her signature.  Your second level supervisor also signs the package as endorsed.  If both signatures are NOT on the form it will be returned.
5. Forward the completed package to Kathy Moore in the Employee evelopment Division, Building #2189, Unit #7.  Note: You should always make a copy of all information which you send to us for YOUR records.  Kathy will process your DAWIA Certificate.  You should receive your certificate within 2 - 4 weeks, (Certificates are processed as a group and sent out at certain intervals for signature).

6. Once we receive your certificate, the orginal is sent to you and a copy is placed in your DAWIA folder.  If you do not receive your certificate within 30 days from the time it was submitted, please call Kathy @ 301-757-4127.

7. If you have any questions regarding the certification process or any other DAWIA program, please feel free to contact Kathy Moore @ the above phone number.

REMEMBER: If forms are NOT written clearly or submitted without proper signatures, they will be RETURNED, which will hold up the process.

