AFIP Certification Mentor Guide
To mentor the AFIP Certification Exam, you must be a current (unexpired) AFIP Certified member.  (AFIP Basic Certification lasts for a period of two years from the date on your diploma.  AFIP Senior Certification lasts for three years from the date on your diploma.)  If your certification has lapsed, you must renew previous to mentoring duties.  The grace period for those who have not yet renewed their certification by becoming Senior Certified has ended.  If your Basic Certification is more than two years old and you have not become Senior Certified by May of 2011, you may be required to start over with the Basic Course.    
DISCLAIMER: AFIP reserves the right to change the details included in this packet at any time with or without notification. If there is a significant change, it will likely go out in our newsletter. Please sign up for the newsletter at www.afip.com. Any failure to follow any of the guidelines herein or any new guidelines published could result in the revocation of your right to mentor candidates through exams. It is vital that you read this carefully and stay updated on our new processes.
General Information

· The AFIP Certification Program is a college-level continuing education program certifying in-dealership financial services personnel and the employees of the lenders and vendors who service the F&I function in the state and federal laws and ethical conduct related to the in-dealership financial services function.  AFIP offers certification for every segment of the industry, including:

· Franchised (new)

· Independent (used)

· RV/Motorcycle/Marine
· Commercial Trucking & Heavy Equipment

· Each AFIP Certification Program has three continuing education levels:  Basic Course, Senior Course, Master Course (coming soon).  All candidates must begin with Basic Certification (lasts two years).  Candidates must then become Senior (three years) Certified and then Master Certified (TBD).  Your membership benefits (including the ability to mentor the course) expire on the applicable anniversary of your certification.  

· Each AFIP exam consists of three modules: federal (150 questions), state (25 questions), and ethics (25 questions).  [Commercial Certification Course may differ.]  You must pass each module with a score of 80 percent or greater to become AFIP Certified.  You will get two chances to pass.  If you fail after two attempts, you must contact AFIP to obtain permission to retest and to establish a plan to ensure you pass the third time.

· If you would like to distribute marketing materials to candidates electronically (preferred) or in hardcopy, you can contact AFIP to obtain a customized template.  Materials can be customized with your logo, pricing, and policies (you are responsible for the cost of printing any materials you’d like to distribute in hardcopy).

Applying Candidates for Certification (Placing Orders)
· Each candidate who’s interested in becoming AFIP Certified must be registered with AFIP first to obtain their study materials.  Registration is an ordering process and is done online at www.afip.com or proshop.afip.com. If your company has a wholesale discount through AFIP as a result of becoming an AFIP Industry Member, you must have either a discount code or a wholesale account to receive your discounts. 
· Discount Codes: Discount codes are used by AFIP Industry Members who allow their clients to place their own orders. The discount code gives the candidate the wholesale pricing ONLY (AFIP does not rebate money; if you’d like to upcharge, you must use the wholesale account option to obtain your discount). You can distribute your code as you see fit, including publishing it on your website or in other material or strictly controlling its use by only giving it to your clients directly. 

Once candidates have your code, they can place their own orders at proshop.afip.com and receive the wholesale pricing (plus S&H and applicable taxes) on any AFIP or Member Benefits Services, Inc., compliance products in the ProShop.
URGENT NOTICE: Dealers using your code MUST pay up front using our secure PayPal gateway. Their materials won’t be shipped until we receive payment. Paid AFIP Industry Members using the discount code may choose the invoice option for their own materials ONLY. 
To obtain a coupon code, contact your AFIP training coordinator or email heather.barnett@afip.com. 

· Wholesale Account: A wholesale account is used by AFIP Industry Members who place orders on behalf of their clients (if you’d like to upcharge on the wholesale rate, this is the type of account you must have). To set this up, go to the ProShop, create a standard account, and email heather.barnett@afip.com to let her know you need your account type changed to wholesale (only available to paid Industry Members’ employees). 
URGENT NOTICE: We recommend obtaining payment for the materials from your dealers in advance. If you need to know what their shipping rate will be, you can get a quote at proshop.afip.com by placing the materials in your cart and requesting a quote below the discount code box. This is ONLY a quote. 

If you’re ordering materials on behalf of your dealers, AFIP will allow you to request an invoice. However, the invoice is payable upon receipt under the terms noted on the invoice whether or not your dealer client has paid you. Recognition materials will not be shipped until the candidate’s materials are paid for and you will not be able to place any other orders using the invoice option until any invoices over 30 days outstanding have been paid in full. We reserve the right to revoke any Industry Member’s invoice option at any time for any reason.
· Candidates will receive their materials within five to seven business days of their order.  Expedited shipping may be requested at the time of purchase and will be charged to the customer.  Expedited shipping is subject to product availability and time of order.  Please note that the shipping day ends at 1 PM Central.  Any orders received after that time will be considered received on the next business day.

Pricing, Returns & Other Policies

· As of the writing of this document, AFIP sells the course for $870, plus shipping and handling and applicable taxes.  Paid AFIP Industry Members may sell the course at a discounted rate (never less than $550).  Please contact your company’s training or AFIP Certification coordinator for more information on your company’s pricing policies (AFIP does not record this information).  If you’d like to use AFIP Certification as a revenue-generating endeavor, please ensure that you take your own orders from your clients and place them online using your wholesale account on our ProShop (details above).  If the candidate places their order directly or we bill the candidate directly, we will not rebate any additional funds to your company.  Please contact AFIP for more information.

· It is recommended that you obtain payment from the candidate in advance—you or your company must pay AFIP for the course whether or not the candidate or their employer has paid you. AFIP takes payments in advance (by credit card) on our ProShop. The only exception is for paid AFIP Industry Members that have a standing PO on file with AFIP or have otherwise made invoice arrangements. This is common in very large organizations spread across the U.S.; if you work for such a company, please check with your AFIP or training coordinator to find out how to pay. Some require that you use the invoicing option under the PO. Some require (or at least allow) you to put the fee on a company credit card. 
If you work for a smaller company that is a paid AFIP Industry Member but require delayed payment for a large order, arrangements can be made if you have a good payment history. You may be asked to pay for a portion up front. You must pay for the balance of the order within three months of the date of the original order (whether or not your client has paid you). Failure to pay may result in your company being required to pay up front for future orders. This is not credit and there is no interest (you may later be charged collection or late fees if you fail to pay, as allowed by federal and state law). Your company’s creditworthiness will not be investigated except as it relates to past payments with AFIP. It is simply an alternative payment arrangement. This arrangement is made on a case-by-case basis. Any other orders received after payment arrangement is made must be paid by a traditional method (up front) on the ProShop unless you make other arrangements.
Certification will not be granted until the full price of the outstanding invoice is paid. This applies even when the candidate is employed by a dealer and the entity owing us the funds is the Industry Member. AFIP reserves the right to contact the candidate or their employer if outstanding funds are delaying certification. 
· AFIP is not responsible for lost or stolen materials.  While we will ship to a residential addresses, this is not recommended unless the candidate knows someone will be home to receive the shipment.  Residential shipments will require pre-payment.

· If AFIP ships materials previous to receiving payment and the individual or company responsible for payment has an outstanding invoice for more than 90 days after the date of shipment, the account will be turned over for collection and the result of that action reported to credit reporting agencies (if your company orders the course on behalf of the candidate, you or your company will be reported, whether or not you’ve received payment from the candidate). The individual or company responsible for payment will be required to make payment in full plus any fees associated with the collection of the debt, whether the claim is pursued by an attorney or a collection agency, in order to satisfy the obligations of that debt. Once an account has been turned over to collections, the product cannot be returned for credit. 

· If you need to return the course material for any reason, you must do so within 30 days of the date of shipment (see Disclaimers for Refund upon Return below). To qualify for a refund (minus shipping and handling), please ship by a means that can be tracked (i.e., FedEx, UPS) all materials in their original condition to:


AFIP 
ATTN: Returned Materials 
5100 Thompson Terrace
Colleyville, Texas 76034
Disclaimers for Refund upon Return
· You may not return damaged or used material

· You may not return outdated material (unless you are still within the regular refund period)

· You must return all of the items included in the shipment

· You must return at least some portion of the material to qualify for a partial refund

· Shipping costs are not refundable

· You are responsible for the cost of returning items you ordered

· AFIP will determine the amount of refund for which you qualify on an individual basis based on the status of the returned materials (items missing or damaged will decrease the amount of your refund)
· AFIP may, at its sole discretion, accept returns of materials older than 30 days. AFIP reserves the right to prorate (reduce) the refund based on the number of days past the 30-day return period the material is received. 

· AFIP reserves the right to change our policies or pricing at any time without notice.  It is the responsibility of the candidate and the individual mentor to ensure they remain updated on our changes.  The best way to ensure you’re always informed is to sign up for the AFIP DirectContact email newsletter at www.afip.com. We are not liable for changes made to our policy that are not posted in our newsletter.  

· Candidates must take the exam within six months of purchasing the study materials.  If the candidate does not take the exam within this time period, they may be charged an additional fee to obtain updated materials (as of the writing of these guidelines, that fee is $300 plus S&H and applicable taxes).
Scheduling Reviews & Exams
· Candidates who participate in pre-test review sessions have a greater chance of passing the test because they can clarify misconceptions and have practical discussions about the material.  We recommend having candidates attend an official AFIP review session prior to their exam. At present, reviews are handled via conference call line. Candidates can schedule their reviews online (only) at www.afip.com/calendar.htm. Review dates are prescheduled, so candidates should schedule reviews well in advance and prior to scheduling their exam. We are unable to schedule emergency review sessions and reviews are closed once three states are represented (to ensure the call is no more than 4 hours long). In order to provide service to all our constituents, special reviews cannot be scheduled (AFIP does occasionally add reviews to accommodate an influx, but we do not schedule special reviews for those who wait until the last minute. Candidates should be informed that it is their responsibility to schedule their reviews and exams well enough in advance to meet any deadlines set by their employers—mentors or other officials are welcome to schedule reviews on behalf of candidates using the online review management system linked above). 

· Candidates should be instructed to schedule their review and exam at least one month prior to the deadline (if any).  AFIP is not responsible for issues that may arise as the result of missed exam deadlines.  
· Your candidate must schedule their own exam session because of the nature of the questions they may be asked when they sign up (personal identification information).  They should be instructed to log onto http://www.psionline.com to locate the testing center nearest them (they can skip this step if they’re willing to take the center given by the call center).  When they’ve identified the testing center they’d like to use, they should call 800.211.2754 to schedule the exam.  Please note that testing center dates and times may be limited based on the testing center’s hours of operation and previously scheduled exams.  PSI services a multitude of private corporations (e.g., AFIP, FAA) and federal, state and local government agencies.  As such, it is more difficult to schedule exam times during certain times of the year because individuals all over the U.S. are also attempting to get last-minute continuing-education hours.  AFIP is not responsible for limited testing availability.
· The cost of the first PSI testing session is covered by AFIP.  If candidates fail, they will be required to pay the retesting fee.  These fees are set by PSI and are subject to change without notice.  The fee is currently $75.
· Senior candidates must return the applied ethics workbook that came with their materials to AFIP before they qualify to be certified (if they’ve lost the booklet, they can locate a copy at www.afip.com/ethicsworkbook.pdf). After they complete it, they are welcome to make a photocopy for their records.  They can deliver the workbook to you to send back or send it themselves.  If you take possession of it, you are responsible for sending it in a timely manner. If you lose the workbook, the candidate must re-complete it, as we are unable to offer Senior Certification without a completed workbook on file. Please do not read or photocopy the candidates’ ethics workbooks (it is their private information).  Scores will not be released, recognition materials will not be ordered, and certification will not be granted until AFIP has received the workbook.  AFIP is not responsible for lost ethics workbooks.  Please send them to AFIP via FedEx, UPS or any other service that can be tracked.  If the workbook is lost in the mail, the candidate must re-complete it. No exceptions.
· If you take responsibility for any portion of a candidate’s materials (i.e., Ethics Workbook) to submit to AFIP or for assisting a candidate through the testing process (i.e., scheduling reviews, helping with PSI test set-up), you are responsible for ensuring all the candidates materials (i.e., workbooks) or sessions (i.e., retesting sessions) are handled within three months of the test date.
Giving Reviews 
· When giving a review, you may use the course syllabus as a guideline to what topics you should cover.  You are welcome to audit a review hosted by AFIP to get a better understanding of the types of subjects you should cover (you may sign up online at www.afip.com/calendar.htm; whether or not you attend a state review is your option).   Under no circumstance will AFIP release the key to any exam for any reason, regardless of certification status or volume of testing. Only direct representatives of AFIP or third-party contractors directly hired by AFIP (i.e., PSI) may have a key).
Testing & Retesting Procedures

· Students may take exams at a PSI testing center. To schedule the exam, they must call 800.211.2754. 
· Students who do not score 80 percent or greater on each of the three sections of the exam must retake the portion of the exam they failed.
· Students must wait a minimum of two weeks before retaking the exam.  They may retake the exam at a PSI testing facility.  
· Otherwise, the same rules apply to retesting as to testing.
Explaining Recognition Materials

· Your candidates should be informed that their recognition material will arrive within six to eight weeks of their certification.  They will receive:
Framed Diploma

Free One-Year Subscription to F&I Showroom
Free Six-Month Subscription to Spot Delivery, courtesy of CounselorLibrary.com 
AFIP Logo for Business Cards
· Although rare, there are times that recognition materials arrive damaged or misspelled.  Instruct candidates to contact AFIP within 15 days of the receipt of damaged or misspelled items.  The sooner they contact us, the easier the problem is to rectify.  Students who fail to contact AFIP in a timely manner or students who require new materials due to a legal name change or because the information they provided about the proper spelling of their name was unclear may be asked to pay for new materials.

· Students whose shipping information changes should call AFIP as soon as they are aware of the change.  These changes are often unavoidable, but contacting AFIP quickly will ensure more timely arrival of the materials and reduce the likelihood that materials will be lost or simply thrown away by a former employer. If materials are lost by a former employer or spouse, but delivery to the address provided by the candidate can be verified, the candidate will be asked to pay for new materials.
· If a student is having his or her recognition materials sent to a work address, they should make the parts department aware of the pending arrival and check with them frequently beginning at the four-week mark.  Packages like the ones we send are most often taken to the parts department where personnel may not know how to route it.  If candidates have materials shipped to a home address, they should be vigilant about checking for the package and inform all who live with them what the package is.  AFIP is not responsible for lost or stolen recognition materials and if we have proof of delivery from FedEx (with or without signature required), candidates will be required to pay for the replacement.
· Candidates who provide their email address on the test should receive a notification from FedEx regarding the shipment and can use the tracking number included with that email to locate their package.

· Students must fill out specific online forms to receive the free subscriptions (instructions will be provided with the recognition package).   
If you have any questions, please contact Heather Barnett at 817.428.2434 x 204 or heather.barnett@afip.com. 
