Certification Program Committee Procedure Guidelines
The purpose of the Association of Desk and Derrick Clubs (ADDC) certification program (program) is to provide an educational program covering the subjects within the established curriculum prior to the start of the annual ADDC convention-educational conference and/or the annual regional meetings.
Individuals attending a certification program and passing the comprehensive examination shall be given a certificate of completion.  A petroleum technician certificate of completion will be given to individuals who have attended and passed the comprehensive examination for the six subjects included in the curriculum at either conventions or regional meetings.  
Subjects to be included in the petroleum technician certification program curriculum are:
Geology

Land and Leasing

Drilling

Completion and Production
Marketing

Accounting

The order can be changed as needed for each region; however, all six subjects shall be presented before a new rotation starts. The rotation will be tracked in the database. The most current rotation will be provided in the Budget & Planning, Regional and Convention report given by the Committee representative.
Presentations at regional meetings are optional.

An instructor, knowledgeable on the subject to be covered, shall prepare and present each program.
The length of the program shall be established by the instructor but shall be no less than five hours or more than eight hours long and may include a field trip, if the field trip is related to the subject and a program is presented.
The instructor shall prepare a comprehensive examination covering items presented in the class.  The committee can furnish examples of questions to the instructor upon request. The instructor shall grade the completed examinations unless he/she requests that the certification committee assume this responsibility.

The committee shall:

1. Work closely with the convention or regional general arrangements committee chairman or the designated individual to be the committee’s contact. This includes but is not limited to, obtaining an instructor, meeting facility arrangements, audio/visual requirements, and course materials.
2. Ensure that only individuals registered for the program are in attendance.
3. Coordinate on-site registrations which shall be dependent upon available space and course materials.
4. Oversee distribution and collection of course examinations.
5. Maintain the database with up-to-date records of all individuals attending a program including examination scores.
6. Scan and forward all graded examinations to the Association Distribution Office where they will be maintained.

7. Present certificates of completion to individuals who have met the program requirements.
A.   Chairman Duties

1. Prepare a budget request to be presented at the annual Budget and Planning Meeting.  Any expenses not associated with the certification program itself but necessary to carry out the duties of the committee shall be included in the budget request.
2. Prepare a committee report to be presented at the annual Budget and Planning Meeting.

3. Prepare a committee report to be presented at each Regional Meeting.

4. Prepare a committee report to be presented at the annual Pre- Convention Board Meeting.

5. Prepare the ADDC Year End Committee Summary Report and forward to the incoming committee chairman.
6. Coordinate with the committee members any continuing education hours that are available for the class as set out in Exhibit A, attached to and made a part of these procedures, “Planning a Certification Program”.
7. Files and database are to be forwarded to Committee Chair successor as soon as practical (Maximum of 30 days).

B.   Regional Representative Duties
Assist the chairman as required, especially in coordinating programs presented at regional meetings.  See Exhibit A for guidance. 
C.   Accounting Procedures

1. The registration fee for each program presentation should be a minimum of $75.00 for members and $125.00 for non-members.  Fees can be increased if needed to cover the program’s expenses.  As with any program there is always a minimum number of attendees set to offset the expenses.  Since this program is presented prior to the start of the ADDC Convention or Regional Meeting, any member may attend the program presentation without paying the convention or region meeting registration.

2. The program is self-supporting. The net profit from the presentation at convention shall be maintained in an ADDC accrual account.  The committee chairman and the ADDC treasurer will coordinate the transfer of funds from the Convention Fund to ADDC.  It is the responsibility of the program chairman and the ADDC treasurer to ensure that accounting for the accrual account is accurate. The money in the accrual account is available for use at convention, if the cost of the program exceeds the income.  

At regional level, the net profit from the presentation at the regional meeting would be maintained in the regional fund.  It is the responsibility of the regional representative and either the regional director or the regional fund treasurer to ensure that the accounting procedure is handled correctly.  The use of a spreadsheet would aid in maintaining the net profit each year.  Using this type of accounting would ensure that any profit at regional level would remain with that region and available for other presentations in that region.

EXHIBIT A

Planning a Certification Program

1. Find an instructor who is knowledgeable in the subject being presented.

· Geology – Geologist

· Land – Landman or someone who manages a land department

· Drilling – Engineer or someone who manages the drilling program for a company

· Completion/Production – Engineer or someone who handles completions, it could even be a field man. You might even consider having someone with the regulatory agency present part of the program

· Marketing – Someone who deals with marketing daily

· Accounting – Someone familiar with oil and gas accounting. There are several members of COPAS (Council of Petroleum Accountants Society) who present programs throughout the year for other organizations.

2. Before you approach the instructor make sure you understand what will be required for the presentation.  
· Remember the program needs to be 5-8 hours in length and include an exam at the end of the session.  Allow at least an hour of the program time for the exam.
· Check with the instructor to see if they prefer a certain publication related to the subject, and purchase for them, if needed (this will be part of the program’s budget – covered below).  You might suggest PETEX’s Fundamentals of Petroleum which covers all subjects except for accounting.  Their website is http://www.utexas.edu/ce/petex/home/.  You will find numerous other publications there as well.

· Inquire about fees and expenses for the instructor.  It is always best to find someone local (close to where the convention or regional meeting is being held).

· Know the dates and location of the presentation.  

3. Work closely with the meeting’s general arrangements chairman in securing the date, room, audio/visual, and other setups required for the presentation.

4. As noted in the committee’s guidelines, the registration fee for the program should be a minimum of $75 for members and $125 for non-members. The program is self-supporting.  Once the expenses involved are known a budget should be prepared. The following should be taken into consideration when preparing the budget.

· Instructor fees and expenses

· Publication for the instructor, if requested

· Printed materials for the attendees

· Room costs including audio/visual, water and coffee stations

· Certificate fee for continuing education hours.

5. The success of the program relies heavily on marketing.  Develop promotional materials that can be sent to the target group. Consider writing an article on the instructor when registration for the meeting begins and include the name of the publication that the instructor will be using, if known and distribute to the Regional Directors.  Some members like to know in advance so they can purchase and study before the day of the class.  

6. On the day of the program arrive early enough to make sure all is in place and ready to go.  You will be responsible for checking everyone in, distributing and grading the exams.  The instructor, or an appointed individual, can grade the exams. The graded exams should be turned in to you.  Scan and e-mail a copy back to the attendees as well as ADO. Send the originals to the committee chairman so the program spreadsheet can be updated.  

It is acceptable for the attendees to use their notes or printed materials when taking the exam.

7. Each attendee will receive a certificate for completing the course that was offered and once they have completed all six courses, they will receive the Petroleum Technician Certificate of Completion.  The committee chairman will furnish you templates to use to create these certificates.
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