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SCOPE

This document describes the requirements and policies for the FCMB Certification Boards and the
applicants of Forensic Certification, using the IAl eCert System. The scope of the document is to
establish user procedures, requirements, and responsibility. The policies and procedures
contained herein have been approved by the Forensic Certification Management Board (FCMB)
of the International Association for Identification (IAl) and are effective as of the date of
publication. They are subject to periodic review and updating by the FCMB and its certification
boards (see FCMB-16-2016 Organization Chart). Candidates and/or certified individuals
participating in the certification program are expected to read sections 7 and 8 of this manual

and abide by its policies and procedures.
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1.0 Background, Functions and Purposes of the IAI-FCMB Certification Program
The IAI-FCMB (referred to as the FCMB) certification program does not discriminate in
membership or certification opportunities based on gender, race, color, disability, religion, sexual
orientation, national origin, age or any other characteristic protected by law. The FCMB

recognizes the importance of impartiality with regard to its certification program and strives to
maintain objectivity in all of its certification activities. All persons participating in the
management of the program, the testing and evaluation of applicants and making the decision

regarding the granting of certification are required to adhere to Conflict of Interest and
Confidentiality Agreement policies.

11

1.2

1.3

14

15

1.6

1.7

The need to identify qualified individuals who can provide essential professional forensic
services has long been recognized. In response to this need and to promote ethical and
professional practices among its participants, the IAl Certification Program, as administered
by the FCMB, was established to provide a program of certification in the profession of
forensic identification, investigation, and scientific examination of physical evidence.

The certification boards were established to set qualifications of competency for those who
practice specific disciplines within the forensic sciences; to establish voluntary certification
testing of applicants who meet or exceed the training, educational, professional experience
and knowledge requirements set by the specific certification board; and to annually review,
and if necessary, revise the guidelines and qualifications, as well as the specific board’s
provisions in the operations manual.

The certification boards are responsible for, and shall not delegate its responsibilities,
regarding certification, including developing, expanding and reducing the scope and criteria
of the certification, granting or denying certification and recertification, and suspending or
revoking certifications. Such decisions are made by the certification board subject to review
and approval by the FCMB Director to ensure compliance with quality management system
standards and program policies.

The certification program is managed by the FCMB Director. Additional administrative and
financial management services are provided by the IAl as defined in a Management Services
Agreement.

The current version of the FCMB Operations Manual (policies and procedures) will continually
be posted on the IAl website for all stakeholder to have access.

The certification boards develop certification criteria, examinations (the form and content),
determine the basis for awarding certification, document the validation behind schemes, and
continually assess the criterion, the examinations and the supporting validation. The
certification boards have the authority to censure, suspend or revoke certification in
accordance with the provisions of this manual.

The FCMB is a subdivision of the IAl, a non-profit organization incorporated in the State of
Delaware in 1967. The FCMB was established to provide oversight and guidance to
certification programs in various forensic disciplines which operate under the auspices of the
IAl. The certification boards operate under the guidance and oversight of the FCMB which
reports to the IAlI Chief Operations Officer (COO) and to the IAl Board of Directors (BOD’s).
Impartiality
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1.7.1 The FCMB shall document its structure, policies and procedures to manage
impartiality and to ensure that the certification activities are undertaken
impartially. The FCMB Director and Associate Directors (Management Team) is
committed to impartiality and shall conduct a threat assessment as part of their
management reviews. The FCMB understands the importance of impartiality in
carrying out its certification activities, managing conflicts of interest and ensuring
the objectivity of its certification activities.

1.7.2 The FCMB certification program does not discriminate in certification
opportunities on the basis of gender, race, color, disability, religion, sexual
orientation, national origin, age, or any other characteristic protected by law or
applicable treaty. This would apply to all applicants, candidates, and certified
persons.

1.7.3 No applicant shall be required to provide information regarding gender, race,
color, disability, religion, sexual orientation, national origin, age, or any other
characteristic protected by law or applicable treaty unless that information is
necessary to provide appropriate accommodation to the applicant (e.g. an
applicant with a disability may require special physical access to a facility or it
may be inappropriate for a male proctor to be alone with a female applicant due
to certain religious or cultural beliefs). Proctors are to be notified of any special
needs’ accommodations requested on the application.

1.7.4  Certification is not restricted to members of the IAl.

1.7.5 The FCMB shall be responsible for the impartiality of its certification activities
and shall not allow commercial, financial or other pressures to compromise
impartiality.

1.7.6 The FCMB will identify threats (actual or perceived) and investigate to ensure
impartiality of relationships is maintained.

1.7.7 The FCMB shall analyze, document and eliminate or minimize the potential
conflict of interests arising from its certification activities. The FCMB, as part of
its management reviews, shall complete a threat analysis to identify any
potential conflicts of interests.

1.7.8 Certification activities shall be structured and managed as to safeguard
impartiality. This shall include balanced involvement of interested parties. The
FCMB will identify the interested parties and evaluate their involvement in the
certification program.

2.0 Terms and Definitions

2.1 Appeal A request for a reversal of a decision made by a certification board, the FCMB Director,
or a Professional Review Board.

2.2 CA refers to the initials for Confidentiality Agreement. Confidentiality Agreement (also called a
nondisclosure agreement or NDA) is a legally binding contractin which a person or business
promises to treat specific information as a trade secret and promises not to disclose the secret
to others without proper authorization.
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2.3

2.4

2.5

2.6

2.7

2.8

2.9

2.10

2.11
2.12

2.13

2.14

2.15

2.16

2.17

Censure is a written reprimand for errant conduct which does not jeopardize certification
status.

Certificate is the official document issued by the appropriate certification board to the applicant
who successfully meets all the requirements for certification. Each certificate bears the name of
the certified individual, discipline of certification, a unique numerical identifier, an expiration
date, the embossed seal of the IAl and is signed by the chair and secretary of the appropriate
certification board.

Certification The process by which a person demonstrates competency to reliably practice the
discipline for which they have been certified by establishing training, knowledge, skill, ability and
experience.

Certification Board is the body of subject matter experts in a particular discipline, charged with
developing the requirements and process for certification. The certification board is also
responsible for the design, validation, implementation and evaluation of test results to
determine successful completion and subsequent issuance of certification.

COI refers to the initials for Conflict of Interest. Conflict of Interest occurs when an individual's
personal interests — family, friendships, financial, or social factors — could compromise his or her
judgment, decisions, or actions in the workplace or professional environment.

Competent indicates that a practitioner has demonstrated sufficient training, specialized
knowledge, skills, and abilities to conduct job tasks.

Complaint signifies a formal filing regarding a violation regarding the “IAl Code of Ethics and
Standards for Professional Conduct”, technical error or deficiency against a certified examiner.
Controlled Document refers to any document, form, letter, manual or test that is used
repeatedly and the content needs to be tracked to maintain the integrity of the information and
to determine when different versions are used.

CV refers to the initials for Curriculum Vitae.

Director is the official, appointed by the IAl Board of Directors, to manage the affairs of the
FCMB. The Director acts as chair of the FCMB and is responsible for presiding over any and all
meetings of the FCMB. The job description of the Director-FCMB is available in the 1Al
Operations Manual.

eCert is the electronic management system by which the FCMB and its certification boards
receive applications for certification, review applications and maintains the records of the
certification program.

FCMB is the initials for the IAl Forensic Certification Management Board which oversees and
manages the certification program of the IAl.

Grievance refers to a dislike for an occurrence that may affect others. Notification of a grievance
could rectify a situation to prevent it from occurring.

Preparation Course is a course of instruction directly related to the taking of a certification test.
It does not include courses which provide foundational knowledge or skill development required
to pass the test. Preparation courses generally focus on the type of questions or practical
challenges an applicant may face on a test.

Revocation of certification is an action taken by a certification board based on the
determination that a certified person has committed an offense in violation of the “IAl Code of
Ethics and Standards for Professional Conduct” to the extent that no remediation is possible.
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Revocation indicates that a person who was certified is no longer certified and unable to re-test

for certification.

2.18 Stakeholders are SME representing the following areas:
2.18.1 Practitioners/other disciplines
2.18.2 Employers (private, city, county, state, federal, international)

2.18.3 Judicial (representing prosecution and defense)
2.18.4 Educators/Researchers

2.18.5 Organizations/Vendors (to include IAl divisions)
2.19 Suspension of certification is an action taken by a certification board based on the
determination that a certified person may have committed an offense in violation of the “IAl
Code of Ethics and Standards for Professional Conduct” (e.g., indicted on criminal charges),

made a technical error, or otherwise violated a provision of their certification that can be
remedied. The suspension will remain in effect until legal charges are finalized or until a course

of appropriate corrective action, as determined by the certification board, is achieved.

3.0 Organizational Structure

The FCMB is a subdivision of the IAl. The IAl Board of Directors appoints the Director of the FCMB.
The Director serves pursuant to a job description as adopted by the Board of Directors. The
certification boards are organized under the FCMB. The FCMB consists of the Director, two at large
members appointed by the Director, and the chairs of each of the certification boards. The FCMB
acts as a collective advisory board to assist and provide guidance to the Director regarding the
development of policies and procedures used to govern the certification program.

FCMB Organization Chart

Certification Board

Director FCMB |

Associate Director

| Associate Director

Additional Members
(up to 5)

Bloodstain Pattern Analysis Certification Board

Crime Scene Certification Board

FCMBO01-2020-C6

Footwear Examiner Certification Board

Forensic Art Certification Board

Forensic Photography & Imaging Certification
Board

Forensic Video Examiner Certification Board

Latent Print Examiner Certification Board

Tenprint Examiner Certification Board
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3.1 Roles and Responsibilities
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3.1.1

3.1.2

3.13

3.14

The FCMB management (Director and Associate Directors) shall manage, monitor
and be responsible for the performance of all personnel involved in the certification
process. Where deficiencies are found, corrective actions will be initiated. The FCMB
shall require its personnel to sign a document by which they commit themselves to
comply with the rules defined by the FCMB, including those relating to
confidentiality, impartiality and conflict of interests.

The FCMB Director has the executive authority to administer the affairs of the
FCMB certification program. The Director shall be responsible for updating the
operation manual, disseminating updates to the individual boards and posting
updates to the IAl website. The Director is responsible for the Quality Management
System including reviewing the performance of the FCMB board members, handling
information requests and grievances, and ensuring actions taken adhere to the
policies and procedures here within. The FCMB Director is responsible for
appointing the two FCMB management positions (Associate Directors) based on
their knowledge and experience with quality management systems, and providing
updates to the IAI-COO, IAl BOD’s and IAl members. The FCMB Director is
authorized to initiate a corrective action plan when necessary.

Associate Directors are part of the FCMB management team and are appointed by
the director. Associate Directors shall be knowledgeable regarding all aspects of the
certification program such that they can act as the Director if necessary. Associate
Directors are responsible for random and scheduled audits (including controlled
documents review and ensuring records of each certification board are current and
maintained), with the assistance of the board chair(s) and board secretary(s) as
required, taking corrective action in accordance with the policies and procedures
within the FCMB Operations Manual, ensuring comprehensive records of audits and
documents are maintained, and reporting audit results and corrective actions to the
Director.

Chairs of each certification board are responsible for ensuring board activities
adhere to the FCMB Operations Manual. Chairs are responsible for organizing
meetings of their respective board minimally at annual IAl meetings; arranging for
the collective needs of the board; ensuring that board members are completing the
tasks assigned to them; requesting special budget requests to the Director,
reviewing reimbursement requests and submitting them to Director, and
participating as a member of the FCMB. Chairs of each certification board are
responsible for ensuring:

3.1.4.1 Board members are qualified to serve and understand their roles and

responsibilities, to include how to grade examinations.

3.1.4.2  Sufficient personnel are available with the necessary competence to perform

certification functions relating to the type, range and volume of work
performed.
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3.143

3.144

3.1.45

3.1.4.6

3.1.4.7

3.1.4.38
3.1.4.9

3.1.4.10
3.14.11

3.1.4.12

3.1.4.13

3.14.14

3.1.4.15

3.1.4.16

3.1.4.17

Any conflicts of interest in administering or grading of exams are resolved so
that the examination process is not compromised. All conflicts of interest and
resolutions shall be documented and retained within the FCMB shared folders.
Board members applicant letters of interest, CV’s, Conflict of Interest forms
and Confidentiality Agreements are current (per term) and properly retained
on the FCMB document server.

Certification board members’ certifications and IAl memberships are current,
within the grace period determined by the IAl, due Dec. 31 with a grace period
until Mar. 31.

Certification webpages are current and accurate. Any requests for
modifications are sent to the FCMB Director in a timely manner.

Documents will be archived and comprehensively retained in the shared files,
to include meeting minutes of both closed and open meetings, and documents
associated with course approval/denial (e.g., instructors CV and course
syllabus).

Certification manuals are current, and policies and procedures are adhered to.
The eCert database information is contemporaneously maintained (i.e.,
continually up to date).

Surrenders, appeals and grievances are tracked and properly addressed.

Lists of potential certification board members are contemporaneously
maintained.

The collection of data to be used for validation of examinations is maintained.
For each individual board that requires subject matter expertise in grading, the
board shall provide documentation to demonstrate the reliability of the
examiners’ judgment.

The chair of each individual board shall receive all feedback from candidates
regarding any aspect of the certification process, including the performance of
the secretary or sub-groups. The chair of each individual board is authorized to
initiate a corrective/preventative action plan if necessary.

Participating as an FCMB member, providing input on current and proposed
policies and procedures. Chairs participation on the FCMB represents the
overall certification program with no partiality towards the certification board
they represent.

Annual meetings of individual certification boards will be held in conjunction
with the annual educational conference of the IAl. Certification boards will
schedule their closed meetings to handle their board business (include
reviewing test materials, certification board membership and conducting a
threat assessment and/or discussing possible improvements) but will also
schedule an open meeting to receive and explain program changes.

The individual certification boards shall prepare an agenda thirty (30) days in
advance of annual and mid-year meetings and send a copy to the Director.

3.1.5 Secretaries of each certification board are responsible for maintaining the records
of the board including the minutes of all meetings; ensuring that all personnel forms

FCMBO01-2020-C6
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and records (COI statements, Confidentiality Agreements and résumés/CV’s) are up
to date and properly stored; ensuring tests are maintained with appropriate version
numbers and test developers; ensuring that all applications for certification are
reviewed in a timely manner (preferably within 30 days when possible); securing
and approving proctors for examinations, ensuring proctor forms are retained in
eCert, distributing test material and receiving completed examinations; ensuring
tests are administered, returned, and graded impartially and in a timely manner
(preferably within 30 days when possible); and issuing certification credentials to
those who successfully complete the testing regimen. Secretaries maintain current
controlled documents and provide them upon request. Secretaries formally track
and document all appeals.

Certification board members are responsible for development and validation of
certification schemes to include requirements of the FCMB Operations Manual; the
testing methods best suited for evaluating the knowledge, skills and abilities of the
applicants for certification; updating testing materials as appropriate; reviewing
applications for certification in a timely manner (within 30 days) to determine
prerequisite compliance; grading and evaluating tests as required. Members shall
prepare at least two versions of the examinations. A second version is to be used if
an examination is compromised. Every effort will be made to ensure board
members prepare recertification tests without the participation of board members
who will be taking the examination. Qualifications of certification board members
include (note: ISO defines an examiner as “a person competent to score an
examination, where the examination requires professional judgement”):

3.1.6.1 Certification board members shall be certified within the disciple being

represented. By virtue of the certification board members being certified, they
demonstrated their competence in the discipline.

3.1.6.2  Certification board members shall be IAl members.
3.1.6.3 Certification board members shall not be members of related bodies such that

the related body has a vested interest in any certification decision or has a
potential ability to influence the process.

3.1.6.4  Certification board members shall participate in board discussions and activities

through the year and be responsive to requests and inquiries.

3.1.6.5 Certification board members shall understand the certification testing scheme

and are responsible for the development and/or annual review.

3.1.6.6  Certification board members shall be able to apply the testing procedures and

understand the documents due to their development of the testing scheme.

3.1.6.7 Certification board members shall have sufficient knowledge of and experience

with the certification process to determine if the certification requirements
have been met, since they make determinations regarding if applicants qualify
to be certified.

3.1.6.8 Certification board members shall be able to adequately converse in English,

the official language of the L.A.I.
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3.1.6.9

3.1.6.10

3.1.6.11

3.1.6.12

3.1.6.13

3.1.6.14

Certification board members grading examinations shall be informed of the
translation which may be required during the proctoring of the test.

Prior to the grading being initiated, any conflicts of interest which might
jeopardize the impartiality of the testing scheme shall be identified,
investigated and adjudicated.

Certification board members shall inspect test materials for improper aids or
other forms of dishonesty and or fraud while grading the tests.

Electronic grading, as it becomes available, shall be considered acceptable for
test results that do not require interpretation.

Test graders, examiners, are most often the secretaries of the individual boards
since they are responsible for preparing and shipping the hard copies of the
written tests, as well as, receiving the completed tests from the proctors. For
those examinations which include a practical portion, the test results may be
evaluated by either the secretary, or in some instances, a sub-group of board
members. Test responses and scores should also be examined for evidence of
the use of improper aids or other forms of dishonesty. Performance of the
examiners shall be evaluated from an inter-rater reliability perspective.
Certification board members shall not offer or provide certification prep
classes. Classes taught by certification board members shall be independent
from certification.

3.1.7 Proctor is the person responsible for the security of testing materials and
monitoring of the test to ensure inappropriate aids are not used (Invigilator). The
proctor does not participate in the grading or evaluation of the test. The proctor
should not be an immediate supervisor, primary trainer, co-worker, relative,
certification prep class instructor or a person that might otherwise have a vested
interest in the success of the candidate.

3.1.7.1

3.1.7.2

3.1.7.3

3.1.74

3.1.7.5

Instructions, the confidentiality agreement and the conflict of interest
information for the proctor are clearly defined in the “Proctor Instructions and
Acknowledgement” (FCMB-08-2017) form that shall be signed. Any conflict of
interest must be documented, adjudicated and retained in the eCert records. If
a potential for conflict of interest exists, (i.e. proctor is a candidate’s employer,
colleague, etc.) the certification body shall take measures to ensure that
confidentiality and impartiality are not compromised.

Proctors must be approved by the individual boards based upon their status
within the IAl and/or their position within the scientific community.

The information provided to the proctors consists of the applicants contact
information, special accommodations which might be required, and the type of
test the applicant will be taking.

Proctors are responsible for the security of all test materials from the time of
receipt to the time of returning the test materials to the individual board
secretary (postage will be included on the return envelope provided by the
certification board).

Proctors shall not open or read exam materials.
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3.1.7.6  Upon receipt of the examination, the proctor has thirty (30) days to administer

the examination and then return it to the individual board secretary.

3.1.7.7  Proctors are responsible for ensuring the test taker is the applicant who applied

for certification. Applicants shall be identified by government issued documents.

3.1.7.8  Proctors will work with the applicant to select an appropriate facility for the

administration of the examination. The proctor and applicant shall affirm, at the
time of testing, that the premises, equipment and resources present are
adequate for the conduct of certification activities.

3.1.7.9 The Proctor and applicant shall mutually agree to the schedule for the test,

lunch, and breaks.

3.1.7.10 Proctors are responsible for enforcing the time allowance for the test; assuring

that the applicant is not using or receiving any inappropriate assistance;
informing the applicant on how to proceed with and complete the test;
securing and returning test materials to the certification board at the end of
the testing period.

3.2 Applying to Serve on Certification Boards, Officer Elections, Removal from Board:

Openings on a certification board shall be advertised in a manner determined by the board
to reach the widest pool of potential candidates. The IAl website, and IAl publication, or
electronic dissemination are all acceptable methods. Selection of certification board
members is typically conducted during the annual IAl meeting.

FCMBO01-2020-C6

3.21

3.2.2

Candidates for certification board service must be certified in the discipline of the
board (or within the testing process with payment made by the current expiration
date; testing must be completed within 3 months of the expiration date)(or subject
matter experts (SMEs) for Advisory positions), a member of the IAl, and have the
ability to participate in board activities and meetings (to including travel costs of
attending meetings). Participation and responsiveness are requirements to serve on
a certification board. Candidates for Crime Scene Certification shall be CSCSA.

Candidates for certification board service shall submit a letter of interest and a
résumé or CV by the deadline stated in the advertisement. Board members whose
terms are expiring shall reapply with other applicants (the same requirements

apply).

3.2.2.1  With the approval of the Director, the chair of a certification board may

appoint an interim board member to serve until the formal procedures
outlined in this section can be instituted. The Director may appoint certification
board members when the chair is unable to do so.

3.2.2.2 The résumés or CV’'s of all qualified candidates will be made available for

3.2.3

inspection by the board members attending the annual meeting prior to

conducting interviews of interested candidates. All persons currently serving on

the board and attending the annual meeting shall be eligible to vote.
Candidates shall be interviewed, evaluated, ranked by consensus of the certification
board by ballot, and put on a list of qualified applicants. The list will be utilized for
vacant positions for one (1) year or until the list is exhausted, whichever comes first.
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3.2.4 Approved candidates will be approved as members after the confidentiality
agreement and conflict of interest forms are submitted and appropriately retained
in the FCMB shared folders. Documents shall be submitted within two (2) weeks or
another candidate shall be chosen to be a certification board member.

3.2.5 The term of service for board members appointed during an annual meeting shall be
up to three (3) years.

3.2.6 Election of Certification Board Officers

3.2.6.1 The members of the certification board will elect a chair and a secretary. Board
members wishing to serve in those positions will make their intentions known
to the rest of the board. If more than one person seeks the office, an election
by ballot will be held. The member receiving the most votes will succeed to the
open office. If only one person seeks an open office, that person will succeed to
the office by acclamation.
3.2.6.2  The chair will serve no more than two (2) consecutive terms of four (4) years
each, exception may be made by the FCMB Director when others are not
available to serve.
3.2.6.3 The secretary and regular members are exempt from term limits.
3.2.7 Removal from certification board or office
3.2.7.1 Board members and board officers may be removed from their positions for
cause. Causes for removal shall include, but are not limited to, malfeasance,
breach of security policy, unethical conduct, conflicts of interest, poor job
performance, failure to follow the FCMB Operations Manual, and/or failure to
maintain IAl membership or discipline certification specific to the board.
3.2.7.2  When the Director becomes aware of a cause for removal of a certification
board member or officer, the Director may order the removal of the board
member. A replacement shall be voted in from the current list of potential
applicants or appointed by the Director or designee.
3.2.7.2.1 If there is a need to review the member’s situation, the Director
may appoint a three-member ad hoc committee to examine the
issue(s) and conduct whatever investigative procedures it
deems appropriate or necessary. The committee shall consist of
the two at-large FCMB members and one chosen from the
FCMB management team. The committee shall issue a report of
their findings and a recommendation for action within thirty
(30) days. The Director shall consider the committee’s findings
and recommendations and determine the appropriate action.
The Director shall have the authority to remove the certification
board members or officers when appropriate.

3.2.8 Changes to the organizational structure will be considered by the FCMB. Only
members of the FCMB may petition for changes to be considered. Changes shall be
implemented by a change in the FCMB Certification Program Operations Manual.
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3.29

The Director may act in place of any FCMB member or officer in cases where a
member or officer is unable to perform their duties or are deficient or negligent.
This provision shall apply to administrative and/or managerial functions.

3.3 Outsourcing

331

3.3.2

The FCMB shall have a legally enforceable agreement covering the arrangements,
including confidentiality and conflict of interests, with each body that provides
outsourced work related to the certification process.

The FCMB shall assume full responsibility for any work that is outsourced to an
outside body, to include:

3.3.2.1  Ensure that the outside body is fully competent to complete the assigned work

and complies with FCMB policies and procedures.

3.3.2.2 Assess and monitor the performance of outside bodies conducting outsourced

work.

3.3.2.3  Maintain documents to demonstrate that bodies conducting outsourced work

meet all relevant requirements.

3.3.2.4  Maintain a list of the bodies conducting outsourced work.
3.4 Other Resources
The FCMB shall use adequate premises, including examination sites, equipment and resources
for carrying out its certification activities.

341

3.4.2

Affirmation shall be by signatures of the proctor and applicant on the Proctor/
Applicant Instruction and Acknowledgement form, FCMB-08-2017.

Any discrepancies shall be addressed prior to the commencement of testing.
Discrepancies which cannot be resolved shall require the postponement of the test
until they can be corrected.

3.5 Finance and Liability

3.5.1

3.5.2

The IAlI and the FCMB have entered into a Management Services Agreement. This
agreement provides the FCMB with access to the vast resources of the IAl including
financial services, legal representation and liability insurance (FCMB-11-2016). The
IAl also agrees to provide all financial support required by the FCMB not covered by
its collected certification fees.

Certification Board Budget Guidelines

3.5.2.1 Certification boards may not spend or commit funds for any purpose without

prior budget approval. Only pre-approved expenses will be reimbursed. The
following guidelines shall govern pre-approved reimbursements:

3.5.2.2  Air travel must be purchased at the lowest possible cost. Tickets should be

purchased at least 45 days prior to departure to minimize ticket costs unless
there are extenuating circumstances. All travel must be by coach air.

3.5.2.3 The IAI-COO will advise the Director/ Certification Board Chairs of

reimbursement fees, which are based on the current rate determined by the
GSA - U.S. Federal Government.

3.5.2.4 If any member uses a government or agency owned vehicle to drive to the

FCMBO01-2020-C6

conference, then no mileage reimbursement will be made. If any member
chooses to drive his/her privately owned vehicle to the conference, cost will be
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3.5.25
3.5.2.6

3.5.2.7

3.5.2.8

reimbursed at the current federal government mileage rate not to exceed the
cost of the lowest available airfare to the conference destination.
Transportation expense will not exceed the lower of the costs of either airfare
or driving mileage.

Conference registration costs will not be paid from Certification Program funds.
Hotel/lodging and per diem, which includes meals and incidental expenses, will
be reimbursed for only the days on which the certification board meets.
Meetings must be for the purposes of administering the certification program.
The certification board chair will determine the number of nights lodging
required, based on meeting times and travel arrangements, in order for the
members to arrive at and depart from the meeting in a timely manner and
without undue expense. The reimbursement rate for lodging and meal
expenses is based on the GSA — US Government rate; the IAI-COO is to notify
the Director/Certification Board Chairs of the current rate, a minimum of ninety
(90) days prior to the conference, for budgeting purposes. Should expenses
exceed the GSA rate, the IAI-COO is to be immediately notified. If the meetings
are held during the annual educational conference, then the lodging rate will
be at the conference rate and meal expenses will be at the GSA rates. Per diem
will not be reimbursed for meals provided by the IAl regardless of whether a
member chooses to partake in provided meals.

In the event that special meet