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NPP Fundraising Authorized Agent Certification Process

1. Identify AA candidate and 
direct them to the request 

form

2. Complete Request form

4.2 Respond to email approving the 
request

No

Request form is 
automatically submitted 

to Finance

3. Finance emails 
requests to PAA for 

approval

Yes

4. Approve Request? 4.1 Advise AA candidate that the 
request has been declined

5. Assign AA certification to the 
candidate’s learning plan on the 
DLN or MyTalent (for CFMWS 

employees) and notify candidate 
via email

6. Log onto DLN/MyTalent and 
launch course/exam

9. Add AA to the local registry 
and manage AA

10. Solicit/accept S&D for 
programs/events

 No    

7. Pass Exam?

Yes

8. Inform PAA and 
provide a screen 

shot showing 
successful 

completion of the 
course

7.1 Update the 
certification 
status report


