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Program Administrator Duties 

 

Daily Duties: 

 Check emails and phone messages at a minimum of once per day. 

 Check mail.  

 As they are received:   

o Process exam applications.  See pages 11 – 17.   

o Process computerized exam applications.  See pages 35 – 43.   

o Process renewal applications.  See pages 47 – 49.   

o Process reciprocity applications.  See pages 51 – 54.   

o Update website and outlook emails as needed.  See page 67. 

 

Bi-Weekly Duties: 

 Check the Applied Measurement Professionals (AMP) website for scheduled examinees.  I f an 

examinee has scheduled an exam write the date on their application in the Computerized Exam 

Application folder.  Add a reminder in the Outlook calendar the day after their exam is taken to 

check AMP.  See page 37.   

 Update database, email and post on the NWEA website.  See pages 55 and 65. 

 

Weekly Duties: 

 I f there are certificates that have been prepared during the week, prepare certificate signature 

letters for the voluntary and wastewater certificates and mail on Fridays.  See page 23 - 24. 

 

Monthly Duties: 

 Prepare the Program Administrator log of hours.  See page 6. 

 Prepare the Program Administrator invoice.  See pages 6 and 56. 

 Prepare the NDEP contract backup, adjustment factor worksheet, invoice & travel claim.  Email 

and mail for review and approval.  See page 6. 

 Prepare computer exam report for the Certification Board.  See page 56. 

 Prepare Certification Board deposit, go to the bank, email deposit log and enter into budget 

tracking.  See page 55. 

 Three month decert letters.  Create report in database and prepare and mail certified letters.  

See page 48 - 49. 

 Four month decert calls.  Create report in database and place calls.  See page 49. 

 Prepare NDEP decert list and email NDEP.  See page 49. 

 Prepare and mail renewals.  See pages 44 - 46. 

 Check WEF website and post training on website calendar and email certified individuals.  See 

pages 65 – 67. 
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 Post NVRWA training class info on website calendar and email certified individuals.  See pages 

65 – 67. 

 Attend NWEA Executive Board meetings. 

 

Quarterly Duties: 

 Prepare exam order.  See pages 18 – 21. 

 Exam results.  See pages 22 – 35. 

 Prepare newsletter results and email to NDEP.  See page 29. 

 Take the original wastewater applications to the NDEP offices. 

 Copy the WTPO electronic files to the NDEP flash drives each quarter.  Take the flash drives to 

NDEP for copying when the original applications are delivered to NDEP. 

 

Yearly Duties:  

 Update the NWEA Award Nomination form Certification/Award Nomination Applications.  Post on 

the website under Applications.  Email the certified community.  Collect the nominations.  After 

December 31st forward the nominations to the Certification Board for review and vote. 

 NWEA Networking Event.  See page 63. 

 Tri-State Annual Conference.  See page 63. 

 NWEA Annual Conference.  See page 63. 

 Prepare NDEP Veteran tracking report.  See page 68 - 69. 

 Update ABC Database.  See page 70. 

 Prepare an announcement for the NWEA President regarding any upcoming Certification Board 

members terms expiring.  Per the NWEA Bylaws this announcement must be posted 120 days 

before the term expires.  The announcement will be sent to the NWEA membership. 

o Prepare acceptance/denial letters for the NWEA President’s signature. 

o After the nominations are received and a determination is made update the Certification 

Board member list.   

o Update the information on the website.   

 

Additional Duties: 

 Prepare Board meeting agenda and email for additions.  Prepare Board meeting packet.  Post 

agenda at least 1 week prior to the meeting.  See pages 56 - 60. 

 Attend Tri-State Annual Conference planning meetings and conference.  See page 63. 

 Water Environment Federation (WEF) Reports – Member lists.  See page 70. 
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NDEP 

 NDEP Wastewater Treatment Plant Operator Application Review. The wastewater applications are 

scanned and emailed from NDEP prior to the money being receipted. 

o Check the Outlook email at least twice daily. 

o The emails from NDEP have the applications attached as PDF files.  Open each file.  Print 

the receipt.  Keep the receipts in a pending file until the original comes from NDEP.  This 

is done to ensure that every application reviewed, is received for processing.  

o Review renewal applications – application must be postmarked on or before the renewal 

expiration date.  Confirm that the $30.00 renewal fee was received.  I f the renewal is 

postmarked after the renewal date, confirm that the $20.00 late fee was included. 

o I f the renewal is postmarked after the date, and they did not include the $20.00 late fee, 

notify NDEP and they will prepare a denial letter.   

o Review exam applications.  I f it is a returning examinee review their previous exam 

application in the Desktop/Certification/Certification Files – WTPO. There are separate 

files for any individual that is currently certified or has taken a certification examination.  

Verify that the applicant is eligible to sit for the requested exam.  Verify that they 

enclosed the $60.00 exam fee.  The application must be signed by the supervisor unless 

the applicant is retesting.  I f there is a question about the application, contact the 

operator/supervisor.   

o Examinees are allowed to sit for an exam 90 days prior to meeting the experience 

requirement.  See the Testing Eligibility Policy for detailed information.  Make a note on 

the application and the exam approval letter what the effective date of their certification 

is.  

o Email NDEP approval/denial. 

o Once the original applications are received via the mail, enter them into the NDEP Fees 

Received file (Example 1).  The file is located in Desktop/Certification/NDEP Contract/  

NDEP Fees Received.  Enter the date received, name, amount, type, certification number 

if applicable and veteran status.  Highlight veteran information using the color coding in 

the document.  At the end of the month add a blank line before inputting information for 

the next month.  

o At the end of each month print the list of fees received during the month.  File in the 

Deposit log file.  The report will be used to complete the Program Administrator’s Report. 

o The deposit logs are also used to prepare the NDEP Veteran’s report. 
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Example 1 - NDEP Fees Received 

 

 

 NDEP Contract 

o Create a log of Program Administrator hours monthly.  The file is located:  

Desktop/Certification/ Invoices/14-15 Budget/ Jens Hours/06-2014 McMartin hours for 

example.  The log tracks the number of hours worked for the Board, NWEA and Tri-

State.  The mileage is also tracked here.  Only the Board hours and mileage are charged 

to the NDEP contract.  This log is used as backup for the NDEP contract invoice as well 

as for payment of the Program Administrator. 

o File name:  Desktop/Certification/NDEP Contract.  Use the previous month’s invoice and 

file save as to the current month (Example 2). 

o Prepare monthly contract invoice using the PA invoice and any other receipts/ invoices for 

the current month (i.e.:  Board member travel, postage, etc.)  Also include the log of PA 

hours as backup.  The backup is sent along with the NDEP contract invoice. 

o Open the most current database file: Desktop/Certification/Database/Cert 2014-04-15 

(for example).  Data sort the database by type.  Every month calculate the %  of 

wastewater operators.  The formula is NDEP Mandatory Certifications divided by (NDEP 

Mandatory Certifications +  NWEA Certifications).  ABC Membership fees, labor, operating 

expenses and travel are all calculated using this percentage every month.    

o Prepare the monthly adjustment factor worksheet (Example 3) located in 

Desktop/Certification/NDEP Contract/Adjustment Factor Worksheets.  Enter the total 

number of certified individuals and calculate the % .  

o The annual membership dues, total number of labor hours, operating expenses, travel, 

and the total number of miles is divided by the %  of Wastewater operators.  The fees for 

the wastewater exams are billed at 100%  of the amount charged. 

o Calculate the amount for each category on the worksheet.    

o Enter the amounts from the monthly adjustment factor worksheet into the table on the 

second page of the contract invoice.  Verify the totals are correct. 

o Complete the table on the front page of the contract invoice.  Enter the current 

expenditures.  Calculate the cumulative expenditures and then calculate the budget 

remaining.  Use last month’s invoice as reference.  Verify the numbers. 

 
NDEP Monies Received 

Date Received Name Amount Type Cert # Veteran 
3/5/2014   $      30.00  Renewal NV-000 X 

3/13/2014   $      50.00  
Renewal/Late 
Fee   

      
4/1/2014   $      60.00  Exam   
4/1/2014   $      75.00  Reciprocity   
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o The log of hours and all of the receipts are scanned into a PDF.  This is included with the 

invoice as the backup documentation. 

o Forward the contract invoice (word file) electronically with required backup (PDF) to the 

NWEA President, Certification Board Chair and Vice Chairman and cc the NWEA Treasurer 

and Certification Board.   

o Prepare NDEP Travel Claim form Desktop/Certification/NDEP Contract/Travel Claim for 

any Program Administrator travel completed during the month.  This includes mileage to 

the post office.  Each day must be a separate line. 

o Do not include any NWEA mileage. IE: the mileage to go to the bank. 

o Print and sign the travel claim. 

o Make a copy. 

o Scan and email a copy to the NWEA Treasurer for their records. 

o File the other copy in the NDEP contract binder along with the invoice, adjustment factor 

worksheet and backup documentation.  

o Mail the original contract invoice, backup documentation, adjustment factor worksheet 

and original travel claim/s to the NWEA President.  The President will sign the letter and 

then send the packet to NDEP. 

o Maintain contract files with all required backup documentation. 

o Each month the Association of Boards of Certification (ABC), the testing service, will 

email an invoice for the computerized exams, pencil paper exams ordered (if applicable), 

and shipping charges (if applicable).  Prepare a list of examinees for the computerized 

exams Desktop/Certification/NDEP Contract/Exam Reports.  Include a copy of the email 

that was sent to ABC when the pencil paper exams were ordered. NWEA pays ABC 

directly.  The invoiced amounts will be included in the monthly invoices that are billed to 

NDEP.  
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Example 2 - NDEP Contract Cover Letter 
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Example 2 - NDEP Contract Invoice  
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Example 3 – Adjustment Factor Worksheet 
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Exams 

 Applications 

o Payment:   I f the application is for a voluntary certification, verify the applicant submitted 

the $150.00 exam fee.  Enter the check in the deposit log.   

o File name:  Desktop/Certification/Deposit Logs/Deposit 2014-04 (for example).  Make 

sure to use the current deposit log.  Enter the examinees last name, first name, type, 

activity, grade, number, certification date (if applicable), check number, veteran status 

and the fee received (Example 4).   

o Stamp the check with the bank stamp. 

o Enter the check on the deposit slip. 

o I f the applicant would like to pay the exam fee using a credit card they will check the box 

on the application.   

 After reviewing the application give the applicant a call to get the credit card 

information:  Type of card, card number, expiration date, CVV number and the 

billing zip code. 

 On the Program Administrator’s IPhone find the Square App.  Log into the 

Square account.  The login information can be found in the PA Passwords and 

Contacts file.   

 Enter the amount of the transaction.  Write an explanation of the payment in the 

note section.  Enter the prompted information.  Email a receipt to the applicant’s 

email address.   

 Log the credit card payment on the Credit Card tracking form:  

Desktop/Certification/Deposit Logs/2014 Credit Card Tracking Form. (Example 5) 

o I f the application is for a mandatory wastewater certification exam enter the applicant’s 

information into the NDEP Fees Received spreadsheet:  Desktop/Certification/NDEP 

Contract/NDEP Fees Received.  Highlight veteran information using the color coding in 

the document. 

o Application Review:  I f it is a returning voluntary examinee pull their file.  I f it is a 

returning wastewater examinee review their previous exam application in the 

Desktop/Certification/Certification Files – WTPO. Compare the application to what was 

previously submitted.  Confirm that the address, email, employer and certificate number 

match the information in the database.  I f the personal information is different make the 

necessary changes to the database.  

o I f the email address is different enter the new email into Outlook and update the 

website.  (See the website instructions.)  

o Verify the experience using the previous application. 

o Unless the applicant is retesting for an exam that they previously failed, the application 

must be signed by their supervisor and the operator. 
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o I f an applicant is applying to take the Plant Maintenance Technologist certification 

examination they can receive direct experience if they performed an acceptable range of 

equipment maintenance in the following industrial settings: 

 Wastewater Treatment Plant 

 Water Treatment Plant 

 Industrial Plant (treatment, manufacturing, etc.) 

 Military maintenance duties deemed commensurate with any of the three 

previous examples.  

o The PMT experience must be documented including the name of the employer and the 

percentage of time spent performing the duties.  The experience must be in an industrial 

setting. Some examples of duties are working with motors, windings, blowers and 

pumps. 

o The NWEA Certification Board has adopted the US EPA document “From M.O.S. to J-O-B: 

A Guide for Applying Military Occupational Specialties (M.O.S) to Civilian Drinking Water 

and Wastewater Operations”.  Veterans and active service members of the United States 

Military who served/serve in any of the MOS’s listed in the EPA document will receive up 

to six months of qualifying experience for Wastewater Treatment Plant Operator, 

Collection System Operator and Plant Maintenance Technologist certifications.  Eligible 

veterans must submit a copy of their DD-214 document to receive this qualifying 

experience. Eligible active service members must submit active duty documentation to 

receive this qualifying experience. 

 In addition to the qualifying experience, veterans and active service members of 

the United States Military may be eligible to receive up to 6 months of related 

experience per the NWEA Experience Policy. 

 Veterans and active service member of the United States Military in the following 

MOS’s may be eligible to receive 100%  credit for their time served: 

 US Navy Rating:  Utilit iesman (UT) 

 US Air Force Specialty Code: 3E4X1 – Water and Fuel Systems 

Maintenance 

 Eligible veterans must submit a copy of their DD-214 document to receive this 

experience.  Eligible active service members must submit active duty 

documentation to receive this experience.  

o I f there is a discrepancy with the experience listed, contact the supervisor to verify the 

employment dates.   

o Always look in the failed examinees applications located in the filing cabinet before 

processing someone not listed in the database.  I f the applicant is taking a wastewater 

exam and they are not listed in the database check the Desktop/Certification/Certification 

Files – WTPO to see if they have taken and failed the exam previously.   
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o I f this is the first time the applicant has applied to take an exam in Nevada, review the 

application for completeness.  Confirm that the experience listed matches the type of 

certification they are applying for.  I f there is a question, contact the supervisor.  The 

application must be signed by the supervisor and the applicant.  Review the 6 CEUs (60 

contact hours of training) and high school diploma/equivalent.  I f the applicant has the 

necessary hands on experience, but did not submit the CEUs and a copy of their high 

school diploma/equivalent, they will receive an in-training certificate upon passing the 

exam.   

o I f the applicant does not have the necessary hands on experience he/she will also 

receive an in-training certificate upon passing the exam.  

o Prepare approval/denial letters for applicants that have applied to take the exam 

(Examples 6 & 7).  The denial letters are located Desktop/Certification/Letters/Denial 

Letters.  The approved exam letters are located in the directory for each year and then 

by month Desktop/Certification/2014 Exam Info/June Exam (for example).  Use previous 

letters and update with the current exam dates.  The letters are saved by exam location 

(Las Vegas, Reno, Ely, and Elko).   

o Sort exam applications by location and type.   

o Save each applicants letter. 

o Confirm that the correct exam fee is listed within the letter as the letter serves as the 

examinees receipt. 

o Print letter. 

o Each approved applicant will receive a letter as well as a copy of the ABC Need-to-Know 

criteria which includes the suggested study material for the type of exam they are taking. 

o File the exam application with the copies of the attached approval letter in the pending 

exam folder.  

o When the exam application deadline has been reached make an exam folder for the 

current exam date.  All of the applications for the current exam will be filed in this folder.  

After the exam, all exam reports will be kept in this folder as well. 



Program Administrator Standard Operating Procedures 2015 
Page 14 
Example 4 – Deposit Log 
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Example 5 – Credit Card Tracking  
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Example 6 - Denial Letter  
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Example 7 - Approval Letter  
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 Preparation for exam 

o Prepare a list of examinees using the excel spreadsheet located in 

Desktop/Certification/Exam Lists.  Each exam has its own file.   

o The list of examinees is broken down by exam location and then alphabetized. (Example 

8) 

o I f there are examinees that did not take the exam on the first date offered, highlight 

their names in yellow with a note at the bottom that the examinee must take the exam 

this testing cycle.   

o The list includes the examinee name, type and grade of exam, employer and phone 

numbers. 

o Once the exam list is final, assign the exam identification number located on the left of 

the examinees name.  Las Vegas begins with 101.  Reno begins with 201.  Elko begins 

with 301.  Ely begins with 401.  Conferences begin with 501.  This number will be typed 

on the ABC Answer Sheet Instructions when the exam packets are put together.  The file 

is located in Desktop/Certification/ABC Documents/Misc Info/ABC Misc Documents/ABC 

Answer Sheet Instructions 0906. 

o Email list of examinees to proctors, and the Board. 

o Five to seven days after the application deadline prepare the exam order.  Go through 

the exam list and count the number of exams needed.  Also check the pending 

application file for applications/ receipts that NDEP received, but are waiting for the 

originals to arrive to process.  Then go through the exam approval letters in the exam file 

and count the number of exams needed.  Compare the amounts to make sure they are 

the same.  To order the exams send an email to the Association of Boards of 

Certification: Ann Eddy.  Her contact information can be found in the PA Passwords and 

Contacts file.  The email must include the type, grade and number of exams needed for 

the current exam cycle. 

o The exam order must be placed 10 days before the exam delivery date.  The exams are 

shipped UPS Ground.  Have the exams delivered 6 business days prior to the exam.  This 

will allow enough time to sort the exams, prepare the exam packets, and Express mail to 

the proctors.     

o Once the exams are received from ABC begin sorting them. 

o Prepare the examinee packets.  Each packet contains a copy of the exam approval letter 

and the ABC Answer Sheet Instructions (with the identification number typed on it in red) 

Desktop/Certification/Forms/ABC Desktop/ABC Answer Sheet Instructions.  ABC provides 

the answer sheets and the Question Comment Forms which are included in the sealed 

exam booklet.   
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o Prepare exam packets for proctors.  Each proctor will receive a letter stating the number 

of examinees (Example 9).   

o The packet also includes an alphabetical list of examinees, examinee log(s) and a test 

administrator report for each type of exam.  Do not use the test administrator reports 

provided by ABC.  The test administrator reports are located Desktop/Certification/Exam 

Administrator Report.  There is one for each exam location.  Copies of these are made 

prior to preparing the proctor packets.  A copy needs to be made for each type of exam 

that is to be proctored.   

o Mail exam packets to proctors using Express Mail.  Typically, due to the number of 

examinees, the Reno and Las Vegas exams will be sent in an Express mail box.  Send the 

Elko and Ely exams in flat rate Express Mail envelopes.  Include prepaid Express Mail 

envelopes for the exams to be returned from Ely and Elko only.   
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Example 8 - Exam Lists 

June Exams 

Las Vegas proctored by  

ID # Last Name First Name Grade  Employer Work Phone Home Phone 

101       

102       

103       

104       

105       

106       

107       

108       

109       

110       

 

Must take exam in June     

 

 



Program Administrator Standard Operating Procedures 2015 
Page 21 

Example 9 - Proctor Cover Letter  
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 Sort and send exams for scoring 

o After all of the exams are received from the proctors.  Prepare the ABC exam list.  The 

list includes the types of exams, grades and the examinee names.  I t is sorted by ABC 

exam Identification numbers Desktop/Certification/2014 Exam Info/March 2014 Test ID.  

The proctors will send the exam packets after the tests are administered.  Las Vegas 

sends them UPS.  Ely & Elko use the prepaid Express Mail Flat Rate envelopes.  Sort 

through the exams.  Enter the examinee name under the exam ID number in the Test ID 

file.   

o Verify the exam id number on the answer sheet to verify that it matches the exam id 

number listed on the exam booklet. 

o The answer sheets are filed in test ID sleeves for each exam type.  The file is located in 

Desktop/Certification/Scantron Cover Sheet.  

o Once sorted compare the test ID list to the test ID sleeves.   

o Copy answer sheets prior to mailing to ABC.  

o Prepare a cover letter for the answer sheets Desktop/Certification/ABC Exam Cover 

Letter.  Send the letter, the original exam ID reports, only if there were 

question/comment forms completed, and the sorted answer sheets in the test ID sleeves 

to ABC using Express Mail. 

o Sort the exam booklets by exam id numbers.  Prepare a cover letter for the exam 

booklets Desktop/Certification/ABC Booklet Cover Letter. Send exam booklets to ABC 

using a Priority Mail box.  I t must be mailed Certified mail so that it can be tracked.  I t 

does not require a return receipt. 

 

 Exam Results 

o ABC sends the exam results via email.  The file is a password protected file.  The 

password is can be found in the PA Passwords and Contacts file. 

o Using the Test ID list for this exam, prepare a list of the examinees that passed or failed 

the exam.  The list that is sent to the Board only lists the scores received for each 

examinee.  The names are not included.  The failed examinees are typed in red (Example 

10).   

o Update pass/ fail %  spreadsheet under the pencil/ paper & overall sections.  I t is located 

in Desktop/Certification/2014 Exam Info directory/NWEA Exam %  2014 (Example 11).  

Each calendar year a new spreadsheet is created.     

o Email the pass/ fail list – scores only and updated pass/ fail %  spreadsheet to Board.   

o Prepare a separate list of passing examinees for the website as well as the newsletter.  

(Example 12)  This list does not include any scores.  I t has the type of exam taken and 

the name of the passing examinee.  This list is emailed to Marcy McDermott at NDEP, her 
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email can be found in the PA Passwords and Contacts file, for publication in Water Lines 

newsletter.  The website will be updated with the passing results.  (See the website 

instructions.) 

o Write the exam date, location, proctor, and score on each exam application.  Separate 

the passing examinees from the failed examinees.  Failed exam results are written in red. 

o Passing examinees taking grade I  exams will be issued certificate numbers.  The file 

name is Desktop/Certification/Certificate Numbers by Program.  Each program has its 

own tab.  Find the type of certification the examinee passed.  Type the name, exam 

date, grade and certificate number.  Write the certificate number on the examinee’s 

application.  The expiration date is two years from the exam date.  The certificate issued 

date is the same as the date the exam was taken.   

o Prepare the fail letters.  Go back to the previous exam cycle and file save as a fail letter.  

The next exam date and deadline will need to be updated.  Prepare a letter for each 

failed examinee (Example 13).  

o Enter the passing examinees information into the most recent database.  For new 

applicants add a line.  Enter their name, address, etc.  For examinees that have taken a 

higher grade level exam, update their expiration date, go over to the exam information 

and update the exam date and the date the grade was taken and passed under the 

appropriate grade level. 

o Enter email address in Outlook: Contacts, Contacts Cert.  Also enter the email address on 

the website.  (See the website instructions.)    

o Prepare pass letters (Example 14).  Go back to the previous exam cycle and file save as a 

pass letter.  Do the same for the in training passing letter as it has additional language 

about the requirements they will need to meet before receiving the full grade I /1 

certificate. 

o Prepare the certificates.  Each certificate has its own file in Desktop/Certification.  The 

name, dates and certificate numbers need to be updated for each examinee. 

o The NWEA certificate paper has a blue border.  This certificate is used for the CSO, 

IWOB, IWOPC, WQA, IWI  and PMT certificates.   

o After the certificates are printed.  Apply the gold Notarial Seal.  This seal will need to be 

embossed on the NWEA certificates.   

o Prepare cover letter (Example 15) and send to NWEA President for signature.  Include a 

postage paid envelope for the certificates to be sent to the Certification Board chairman’s 

signature. 

o Prepare mandatory certificates.  They are saved under TPO.  The Wastewater certificate 

paper has the state seal and gold seal already printed.  This certificate is only used for 

the mandatory wastewater (TPO) certifications.   
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o Prepare cover letter (Example 16) and send the mandatory certificates to NDEP for 

signature. 

o Prepare the renewal stickers.  These stickers are the ones signed by the current Vice 

Chairman.  There are separate stickers for each type of certification.   

o Prepare the wallet cards. The files are found in Desktop/Certification.  Each type of 

certification has its own card.  Type the examinees name, grade, certificate number and 

expiration date.   

o I f they are voluntary certifications make files for the new examinees unless they are 

currently certified.  Use the blue manila folders.  Write last name, first name & middle 

initial. 

o I f they are mandatory wastewater treatment examinees they will be filed in the pink 

pending folder until the entire passing packet is ready to be scanned into the WTPO 

directory.  Once the signed certificate is received scan the entire file into the WTPO 

directory Desktop/Certification/Certification Files – WTPO.  Each applicant has their own 

file:   Smith_John_T (for example).  Each application is saved into a separate file within 

the individuals file:  2014-06 Smith Grade 1 Exam - Pass (for example).  I f a file does not 

exist create one and then save the exam file.    

o Copy the WTPO electronic files to the NDEP flash drives each quarter.  Take the flash 

drives to NDEP for copying when the original applications are delivered to NDEP.  

o A copy of the certificate and the original application and any documentation is stapled 

and filed in the expandable file that is taken to NDEP.  The original files are taken to 

NDEP quarterly. 
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Example 10 – Exam Results (Board) 
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Example 11 – Pass/Fail %  Spreadsheet 
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Example 11 – Pass/Fail %  Spreadsheet 
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Example 11 – Pass/Fail %  Spreadsheet
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Example 12 – Exam Results - Newsletter  
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Example 13 – Fail Letter 
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Example 14 – Pass Letter  
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Example 15 – Certificate Signature NWEA  
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Example 16 – Certificate Signature Letter (Wastewater)  
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 Finalize Pass/Fail Packets 

o ABC is providing the exam reports via email in a password protected file.  The password 

can be found in the PA Passwords and Contacts file.  Print 2 copies of the ABC Individual 

Mastery Reports for both passing and failing examinees.  Sort the piles into passing and 

failing.  One copy goes with the applicant’s file.  One copy is sent with the pass/ fail 

letters.   

o Copy the ABC Need-to-Know criteria including the suggested study material for failed 

examinee packets.   

o Copy the most recent Certification Calendars for failed examinee packets. 

o Copy the in-training upgrade forms for the passing examinees that will receive an in-

training certificate. 

o Finalize and print the fail letters for examinees who failed their exam.  Mail the fail 

packets as soon as possible to allow the applicants to reapply for the next exam if they 

wish.  The fail packets include the fail letter, ABC Individual Mastery Report, ABC Need-

to-Know criteria, an application, and the NWEA Certification calendar. 

o Copy the signed fail letters for the examinees file. 

o Prepare mailing labels. 

o The fail letters require additional postage to mail. 

o Send the fail letters and documentation to the examinees. 

o I f a voluntary exam applicant does not hold another certification their application is filed 

in filing cabinet labeled failed examinees.  I f they have another certification file in their 

file if they hold a voluntary certification.  I f they hold a mandatory wastewater exam scan 

and save the entire file in the certification files located in 

Desktop/Certification/Certification Files – WTPO.  Each certified individual/applicant has 

its own file.  I f it is a new examinee create a new file folder for them:  Smith_John_T (for 

example).  The filed will be named:  2014-06 Smith Grade 1 Exam – Fail (for example). 

o Finalize and print the passing letters.   Prepare the mailing labels and print two sets of 

labels.  One for the passing packet and one for the certificate envelope.   

o Copy the signed passing letters for the examinees file. 

o Send passing letters, ABC Individual Mastery Report and wallet cards to examinees.  I f 

the examinee is receiving an in-training certificate also include the appropriate upgrade 

form with their letter. 

o Once the signed certificates are received, copy the certificates and then scan and email 

the entire packet in the individual files located in Desktop/Certification/Certification Files 

– WTPO.    Each applicant has their own file:   Smith_John_T (for example).  Each 

application is saved into a separate file within the individuals file:  2014-06 Smith Grade 1 
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Exam - Pass (for example).  I f a file does not exist create one and then save the exam 

file.   

o Mail signed certificates to examinees in the catalog envelopes with a piece of card stock. 

o Include certification pins for all certifications except:  CSO, IWO & PMT. 

 

 Proctor Exams 

o I f needed proctor the exams at the Nevada Water Environment Association (NWEA) and 

Nevada Rural Water Association (NVRWA) Annual Conferences or as needed.   

 

Computerized Exams 

 Applications 

o Payment:   I f the application is for a voluntary certification, verify the applicant submitted 

the $150.00 exam fee.  Enter the check in the deposit log.   

o File name:  Desktop/Certification/Deposit Log/Deposit 2008-08 (for example).  Make sure 

to use the current deposit log.  Enter the examinees last name, first name, type, activity, 

grade, number, certification date (if applicable), check number, veteran status and the 

fee received (Example 4).   

o Stamp the check with the bank stamp. 

o Enter the check on the deposit slip. 

o I f the applicant would like to pay the exam fee using a credit card they will check the box 

on the application.   

 After reviewing the application give the applicant a call to get the credit card 

information:  Type of card, card number, expiration date, CVV number and the 

billing zip code. 

 On the Program Administrator’s iPhone find the Square App.  Log into the Square 

account.  The login information can be found in the PA Passwords and Contacts 

file.   

 Enter the amount of the transaction.  Write an explanation of the payment in the 

note section.  Enter the prompted information.  Email a receipt to the applicant’s 

email address.   

 Log the credit card payment on the Credit Card tracking form:  

Desktop/Certification/Deposit Logs/2014 Credit Card Tracking Form. (Example 5) 

o I f the application is for a mandatory wastewater certification exam enter the applicant’s 

information into the NDEP Fees Received spreadsheet:  Desktop/Certification/NDEP 

Contract/NDEP Fees Received.  Highlight veteran information using the color coding in 

the document.   

o Application Review:  I f it is a returning voluntary examinee pull their file.  I f it is a 

returning wastewater examinee review their previous exam application in the 

Desktop/Certification/Certification Files – WTPO. Compare the application to what was 
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previously submitted.  Confirm that the address, email, employer and certificate number 

match the information in the database.  I f the personal information is different make the 

necessary changes to the database. 

o I f the email address is different enter the new address in Outlook:  Contacts, Contacts 

Cert.  Also enter the email address on the website.  (See the website instructions.)  

o Verify the experience using the previous application. 

o Unless the applicant is retesting for an exam that they previously failed, the application 

must be signed by their supervisor and the operator. 

o The NWEA Certification Board has adopted the US EPA document “From M.O.S. to J-O-B: 

A Guide for Applying Military Occupational Specialties (M.O.S) to Civilian Drinking Water 

and Wastewater Operations”.  Veterans and active service members of the United States 

Military who served/serve in any of the MOS’s listed in the EPA document will receive up 

to six months of qualifying experience for Wastewater Treatment Plant Operator, 

Collection System Operator and Plant Maintenance Technologist certifications.  Eligible 

veterans must submit a copy of their DD-214 document to receive this qualifying 

experience. Eligible active service members must submit active duty documentation to 

receive this qualifying experience. 

 In addition to the qualifying experience, veterans and active service members of 

the United States Military may be eligible to receive up to 6 months of related 

experience per the NWEA Experience Policy. 

 Veterans and active service member of the United States Military in the following 

MOS’s may be eligible to receive 100%  credit for their time served: 

 US Navy Rating:  Utilit iesman (UT) 

 US Air Force Specialty Code: 3E4X1 – Water and Fuel Systems 

Maintenance 

 Eligible veterans must submit a copy of their DD-214 document to receive this 

experience.  Eligible active service members must submit active duty 

documentation to receive this experience.  

o I f there is a discrepancy with the experience contact the supervisor to verify the 

employment dates.   

o Always look in the failed examinees applications located in the filing cabinet before 

processing someone not listed in the database.  I f the applicant is taking a wastewater 

exam and they are not listed in the database check the Desktop/Certification/Certification 

Files – WTPO to see if they have taken and failed the exam previously.   

o I f this is the first time the applicant has applied to take an exam in Nevada, review the 

application for completeness.  Confirm that the experience listed matches the type of 

certification they are applying for.  I f there is a question, contact the supervisor.  The 

application must be signed by the supervisor and the applicant.  Review the 6 CEUs (60 
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contact hours of training) and high school diploma/equivalent.  I f the applicant has the 

necessary hands on experience, but did not submit the CEUs and diploma, they will 

receive an in-training certificate upon passing the exam.   

o I f the applicant does not have the necessary hands on experience he/she will also 

receive an in-training certificate upon passing the exam. 

o The applicants are given a 90 day window to take the exam.   

o Assign an identification number by going to the Test ID Number Log located in 

Desktop/Certification/Forms/Computerized Exam Info/Test ID Number Log.  I f the 

examinee has previously taken an exam, update the exam date information and write 

their test id number on the computerized exam application form.   

o Applied Measurement Professionals requires 48 hours to upload the data file.  Take this 

into account when assigning the 90 day window of dates. 

o Prepare a data file that will be transmitted to AMP at a maximum of 2 times per week 

(Example 18).  The date files are located in Desktop/Certification/Computerized Exam 

Info/2014 Data Files/2014-04-20 NV Data File (for example).  Go to www.goamp.com.  

Click on VIP Portal and then Business Partner User.  The username and password can be 

found in the PA Passwords and Contacts file.   

o To upload the data file click on the upload tab.  Write a comment for example:  There 

are 2 candidates in the attached file.  Browse to find the data file and click import.    

o Prepare approval/denial letters for applicants that have applied to take the computerized 

exam (Examples 6 & 17).  The denial letters are located 

Desktop/Certification/Letters/Denial Letters.  The approved computerized exam letters 

are located in the directory for each year and then by month Desktop/Certification/2014 

Exam Info/Computerized Exam.  Use previous letters and update with the current 90 day 

range of dates.   

o Check AMP at least twice per week for scheduled examinees.  Go to www.goamp.com.  

Click on VIP Portal and then Business Partner User.  The username and password can be 

found in the PA Passwords and Contacts file. Click on Reports and then Scheduled 

Candidates.  The reports can be queried by dates.   

o Add the examinees scheduled exam dates into the Outlook calendar.   

o Once an examinee has taken their exam the pass/ fail information will be available the 

next day on the AMP website.  Click on Reports and then Multiple-Choice Results Roster.  

This report can be queried by type of exam, date and candidate name.  Print 2 copies of 

the result report.  One will be filed with the examinees application.  The other will be 

filed in the current year Computerized Exam Report file.   

o I f the examinee passes the exam assign a certificate number if necessary, prepare a pass 

letter, wallet card, certificate, renewal sticker and update the database.  Enter email 
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address in Outlook: Contacts, Contacts Cert.  Also enter the email address on the 

website.  (See the website instructions.) 

o Letters are not generated for the examinees that take the computerized exam and fail.  

They receive the individual mastery report from AMP at the end of the exam session. 

o I f the examinee fails a voluntary exam staple the results to the exam application and file 

in the appropriate location.  I f an examinee fails a mandatory wastewater exam scan and 

save the entire file in the certification files located in Desktop/Certification/Certification 

Files – WTPO.  Each certified individual/applicant has its own file.  I f it is a new examinee 

create a new file folder for them:  Smith_John_T (for example).  The filed will be named:  

2014-06 Smith Grade 1 Exam – Fail (for example). 

o I f they are voluntary certifications make files for the new examinees.  Use manila folders.  

Write last name, first name & middle initial. 

o I f they are mandatory wastewater treatment examines they will be filed in the pink 

pending folder until the entire passing packet is ready to be scanned into the WTPO 

directory Desktop/Certification/Certification Files – WTPO. Each applicant has their own 

file:   Smith_John_T (for example).  Each application is saved into a separate file within 

the individuals file:  2014-06 Smith Grade 1 Exam (for example).  I f a file does not exist 

create one and then save the exam file.    

o A copy of the certificate and the original application and any documentation is stapled 

and filed in the expandable file that is taken to NDEP.  The original files are taken to 

NDEP quarterly. 

o Update the pass/ fail %  spreadsheet.  I t is located in Desktop/Certification/2014 Exam 

Info directory/NWEA Exam %  2014 (Example 11) under the computerized exam & overall 

sections.  Each calendar year a new spreadsheet is created.     
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Example 17 – Computerized Exam Approval Letter  
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Example 17 – Computerized Exam Approval Letter 
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Example 17 – Computerized Exam Approval Letter  
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Example 17 – Computerized Exam Approval Letter  
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Example 18 – AMP Data File for Computerized Examinees 
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Renewals 

 Prepare Renewals 

o Prepare renewal applications for certificates that will be expiring the next renewal cycle.  

The renewals are sent at least 60 days prior to the certification expiration date. 

o The renewal forms are found in Desktop/Certification/Forms.  The file names are 

Renewal Form – Voluntary (use this form for CSO, IWO, IWI , WQA, PMT certificates), 

and Renewal Form – Mandatory (use this form for wastewater certificates only).  The 

forms are password protected documents that are saved to fill in the form (Examples 19 

& 20).  

o Query the database to get the list of operators that expire for the next renewal cycle. 

o Sort by expired date, last name and type 

o Highlight last name through email address.   

o Print the selected section. 

o The renewals are sent on colored paper.   

o Wastewater =  green 

o Collection System Operator =  blue 

o Industrial Waste Inspector =  pink 

o Wastewater Quality Analyst =  yellow 

o Industrial Waste Operator =  goldenrod 

o Plant Maintenance Technologist =  sky blue linen 

o Open the renewal form.   

o Check to type of certification on the top of the application. 

o Type the applicant’s name, certificate number, grade, expiration date, address and email 

address. 

o Print on the correct colored paper for the type of renewal being prepared. 

o Complete a mail merge to print the labels for the envelopes.  Use the standard size white 

envelopes to send the renewal notices. 

o Print the NWEA Continuing Education Endorsement flyer to be mailed with the renewal.  

One flyer per renewal.  This file is located Desktop/Certification/2010 NWEA Continuing 

Education Endorsement Available.        

o Mail renewal applications at least 60 days prior to the certificate’s expiration date. 
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Example 19 – Renewal Form – Voluntary 
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Example 20– Renewal Form - Mandatory (Wastewater Only) 
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Process Renewals 

o Process renewals postmarked on or before the certification expiration date. 

o Payment:   I f the application is for a voluntary certification, verify the applicant submitted 

the $80.00 renewal fee.  The payment must be postmarked on or before their 

certification expiration date or they will need to send an additional $20 late fee.  Enter 

the check in the deposit log Desktop/Certification/Deposit Log/Deposit 2011-05 (for 

example).   

o Make sure to use the current deposit log.  Enter the examinees last name, first name, 

type, activity, grade, number, certification date (if applicable), check number, veteran 

status and the fee received (Example 4).   

o Stamp the check with the bank stamp. 

o Enter the check on the deposit slip. 

o I f the applicant would like to pay the exam fee using a credit card they will check the box 

on the application.   

 After reviewing the application give the applicant a call to get the credit card 

information:  Type of card, card number, expiration date, CVV number and the 

billing zip code. 

 On the Program Administrator’s IPhone find the Square App.  Log into the 

Square account.  The login information can be found in the PA Passwords and 

Contacts file.   

 Enter the amount of the transaction.  Write an explanation of the payment in the 

note section.  Enter the prompted information.  Email a receipt to the applicant’s 

email address.   

 Log the credit card payment on the Credit Card tracking form:  

Desktop/Certification/Deposit Logs/2014 Credit Card Tracking Form. (Example 5) 

o I f the application is for a mandatory wastewater certification renewal enter the 

applicant’s information into the NDEP Fees Received spreadsheet located in 

Desktop/Certification/NDEP Contract/NDEP Fees Received.  Highlight veteran information 

using the color coding in the document.   

o Review continuing education if the applicant has chosen to participate in the voluntary 

CEU program.  I f the applicant meets the requirements listed in the Voluntary Education 

Policy complete the CEU endorsement sticker.  Include this sticker along with the regular 

renewal sticker. 

o After the fees are logged.  Update the database Desktop/Certification/Database.  Verify 

the address and certification information.  Update the certification expiration date.  I f the 

applicant submitted continuing education, enter the date and number of hours into the 

database.  Highlight the applicant’s name to delineate that they have participated in the 
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continuing education program.  Use golden to track the wastewater CEUs and blue to 

track the voluntary CEUs. 

o I f the email address is different enter the new email address in Outlook: Contacts, 

Contacts Cert.  Also enter the email address on the website.  (See the website 

instructions.)    

o Prepare the renewal sticker.  Always keep some renewal stickers printed for each type of 

certification.  The renewal stickers are located in Desktop/Certification/Renewal Stickers.  

The renewal stickers are saved by certification type.  I f the certificate was suspended for 

any period, the date that it was postmarked is now the valid from date on the renewal 

sticker.  I f there was no suspension the valid from date is the date the certificate expired.   

o Prepare wallet card.  The files are found in Desktop/Certification. There is a separate file 

for each type of certification.  Type the applicant’s name, grade, certificate number and 

expiration date.   

o The renewal stickers are placed on the renewal sticker form.  There are separate forms 

for the mandatory and voluntary programs.  The renewal sticker form is located in 

Desktop/Certification/Forms/Renewal Sticker Form.   

o The CEU Endorsement sticker is also placed on the renewal sticker form. 

o Mail wallet card and renewal sticker to the applicant in the standard envelopes.  

o I f renewal is postmarked after the renewal date and the late fee is not included send late 

fee letter requesting the $20.00 late fee.  This is only for the voluntary certification 

programs.  NDEP will send the late fee letters to the Wastewater Treatment Plant 

Operators. 

o The late fee letters are found in Desktop/Certification/Letters/Late Fee Letters.  Once the 

renewal and late fee are received process and mail. 

o Voluntary renewals:   After the renewal is processed file the renewal form and any 

documentation in the applicant’s certification file. 

o Mandatory renewals:   After the renewal is processed scan the renewal form, continuing 

education documentation and the NDEP receipt in the individual files located in 

Desktop/Certification/Certification Files – WTPO.    Each applicant has their own file:  

Smith_John_T (for example).  Each application is saved into a separate file within the 

individuals file:  2014-06 Smith Renewal 2 (for example).   

 

 Decertification 

o Decertification Letters 

 Prepare letters 30 days after expiration date. 

 The decert letters are located in Desktop/Certification/Letters/Decert Letters 

(Example 21). 

 Prepare a renewal form to include with the letter. 

 Mail via Certified Mail:   Return Receipt Requested 
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 Process renewal applications received on or before the certificate decertification 

date.  The renewal must include the $20 late fee to be processed. 

 

o Four Month Decertification Calls 

 Each month a report is created from the database:  

Desktop/Certification/Database Sort the database by Expiration Date, Last Name 

and Type.  Highlight the desired rows and print the selection.  This list will be 

used to document the calls/placed. 

 A telephone call will be placed to the holder of the expired certificate four 

months after the expiration date.  The calls are documented on the printed 

decert list. 

o NDEP Decertification List 

 The third week of every month email NDEP the 30 day decert list (Wastewater 

Treatment Plant Operators only).  Desktop/Certification/Database/NDEP Decert 

Lists by year.  Also include documentation of the calls that were placed and the 

status of the certified letter that was mailed to the individual.       

 Wastewater certificate holders will be forwarded to NDEP for action as they 

deem appropriate.  NDEP will send a final notification letter to the operator.  This 

letter has a final date which they must respond by if they wish to remain certified 

in the State of Nevada.  I f no response is received the operator is decertified 

effective the date given in the NDEP letter which is 12 months after the 

certification expiration date. 

o Decertification Procedure 

 Decertify certifications from which renewal applications are not received by the 

certification decertification date. 

 Go into the database and print the certified individual’s information.  I f they hold 

a voluntary certification this will be filed in their file.   

 Remove the operator from the current database.  Print the information from the 

database.  Copy the information into the decertified tab of the database.  The 

certifications are separated by type. 

 Write the date they were decertified.  Wastewater certifications  will be scanned 

and filed in the WWTP directory by the operator’s name:  

Desktop/Certification/Certification Files – WTPO 

 The original printout will be filed in the NDEP file box to be taken to NDEP.  The 

decertified operators are filed at the back of the file box. 

 File the decertified voluntary files in the decertified box unless they have multiple 

certifications.  I f they hold a current certification their file is kept in the regular 

filing cabinet.   
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Example 21 – Decert Letter 
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 Reciprocity 

o Process applications for reciprocity from other states in accordance with NWEA 

Reciprocity policy. 

o Review the applications for completeness. 

o Verify the correct fee was sent. 

o Must include documentation of 6 CEUs (60 hours) that are related to the type of 

certification they are applying for. 

o Must include a copy of high school diploma or equivalent. 

o Must have the required experience. 

o Must include copies of certificate/s or passing letter/ s from the reciprocal state. 

o Contact the reciprocal state to confirm that the applicant took and passed an exam.  

Verify the current grade level and status of the certification.  The certificate must be 

current and in good standing.    

o I f necessary contact employers to verify the type of experience listed on the application. 

o I f the reciprocity application is for a voluntary certification enter the money into the 

deposit log Desktop/Certification/Deposit Log/Deposit Log 2014-05 (for example), and 

the deposit slip (Example 4). 

o I f the applicant would like to pay the exam fee using a credit card they will check the box 

on the application.   

 After reviewing the application give the applicant a call to get the credit card 

information:  Type of card, card number, expiration date, CVV number and the 

billing zip code. 

 On the Program Administrator’s IPhone find the Square App.  Log into the 

Square account.  The login information can be found in the PA Passwords and 

Contacts file.   

 Enter the amount of the transaction.  Write an explanation of the payment in the 

note section.  Enter the prompted information.  Email a receipt to the applicant’s 

email address.   

 Log the credit card payment on the Credit Card tracking form:  

Desktop/Certification/Deposit Logs/2014 Credit Card Tracking Form. (Example 5) 

o I f they are not currently certified assign a certificate number. The file name is 

Desktop/Certification/Certificate Numbers by Program.  Each program has its own tab.  

Find the type of certification you need.  Type the name, exam date, grade and certificate 

number.  Write the number on the examinee’s application.  The expiration date is two 

years from the approval date.  The certificate issued date is the same as the approval 

date. 

o Prepare approval letter Desktop/Letters/Reciprocity Requests (Example 22). 
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o Prepare a certificate.  Each certificate has its own file in Desktop/Certification.  The 

name, dates and certificate numbers need to be updated for each examinee.  The 

reciprocity certificates must include the reciprocity state. 

o The NWEA certificate paper has a blue border.  This certificate is used for the CSO, 

IWOB, IWOPC, WQA IWI  and PMT certificates.   

o After the certificate is printed.  Apply the gold Notarial Seal.  This seal will need to be 

embossed on the NWEA certificate. 

o Prepare cover letter (Example 15) and send to NWEA President for signature. 

o I f the application is for mandatory wastewater certification, log the payment into the 

NDEP Fees Received.  Desktop/Certification/NDEP Contract/NDEP Fees Received 

Highlight veteran information using the color coding in the document.  

o I f they are not currently certified, assign a certificate number. The file name is 

Desktop/Certification/Certificate Numbers by Program.  Each program has its own tab.  

Find the TPO certification tab.  Type the name, exam date, grade and certificate number.  

Write the number on the examinee’s application.  The expiration date is two years from 

the approval date.  The certificate issued date is the same as the approval date. 

o Prepare approval letter Desktop/Letters/Reciprocity Requests (Example 22). 

o Prepare a mandatory certificate.  They are saved under TPO.  The Wastewater certificate 

paper has the state seal and gold seal already printed.  This certificate is only used for 

the TPO certificate.   

o Prepare cover letter (Example 16) and send the mandatory certificate to NDEP for 

signature. 

o Prepare the renewal sticker.  These stickers are the ones signed by the current Vice 

Chairman.  There are separate stickers for each type of certification.   

o Prepare the wallet card. The files are found in Desktop/Certification.  Each type of 

certification has its own card.  Type the applicant’s name, grade, certificate number and 

expiration date.   

o For voluntary certificates:  make a file using the blue manila folders.  Write last name, 

first name & middle initial. 

o Mail the letter and wallet card to the applicant. 

o Voluntary certifications: Once the signed certificate is received, copy and mail the 

certificate to the applicant. 

o File the file in the cabinet. 

o I f they are mandatory wastewater treatment examines they will be filed in the pink 

pending folder until the entire passing packet is ready to be scanned into the WTPO 

directory Desktop/Certification/Certification Files – WTPO. Each applicant has their own 

file:   Smith_John_T (for example).  Each application is saved into a separate file within 
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the individuals file:  2014-06 Smith Grade 1 Reciprocity (for example).  I f a file does not 

exist create one and then save the exam file.    
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Example 22 – Reciprocity Approval Letter 
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 Database 

o File name:  Desktop/Certification/Database 

o Maintain and update semi-monthly.  The file is renamed every two weeks.  Data sort the 

database.  Once the certification expiration date has passed change the status from 

“Active” to “Suspended”. 

o E-mail the database to the Board and NDEP semi-monthly. 

o Update the database on the website.  (See the website instructions.)   

  

 Deposit/Bank 

o At least once per month create a new deposit log Desktop/Certification/Deposit Log. 

o Each month fill out a Bank of America deposit slip.  Log the checks/money orders as they 

are received on the deposit slip and in the deposit log.  Endorse the checks/money 

orders with the bank stamp. 

o The monies are deposited at least once a month (at the end of the month), or as soon as 

      the log is full. 

o Deposit funds into NWEA Certification bank account at the Bank of America.  The account 

number can be found in the PA Passwords and Contact file. 

o Email the deposit log to the NWEA President, Treasurer and the Certification Vice 

Chairman and Chairman.  Copy the entire Certification Board. 

o Enter the deposit information in the budget tracking.  Desktop/Certification/Program Adm 

Report/Financial Reports/14/15 Budget Tracking (for example). 

o At the end of each month email the credit card tracking form to NWEA President,  

Treasurer and the Certification Vice Chairman and Chairman.  Copy the entire 

Certification Board.  Enter the credit card information in the budget tracking. 

o I f credit cards payments were received for NWEA classes they are tracked in a separate 

file and emailed separately. 

 

 Budget 

o Maintain Certification Board budget Desktop/Certification/Program Adm Report/Financial 

Reports. 

 Financial reports are saved by fiscal year. (July 1, 2014 – June 30, 2015 for 

example) 

 At the end of each quarter save under a new file name.  Always the end of the 

quarter i.e.:  6/30/14. 

 All Certification Board invoices come through the Program Administrator for 

tracking prior to approval. 

 Prepare cover letters if necessary. 

 Code and enter into budget tracking. 
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Email to Vice Chairman, Chairman and NWEA President for approval.  Copy the 

NWEA Treasurer and Certification Board. 

 All deposits are entered into budget tracking. 

 Reconcile the budget to the bank statements. Highlight the expenditures that 

have cleared red.  The NWEA Treasurer will send the bank statements upon 

request.   

 For the Program Administrator amounts that are transferred from the reserve 

account bold and italics the amounts that are transferred from the reserve 

account on the bank statement. 

  

o Annual Certification Budget 

 Assist the Vice Chairman and Chairman in preparing the next year’s Certification 

justification document and budget. 

 

 Invoices/Reports/Meetings 

o Program Administrator Invoicing 

 At the end of each month prepare an invoice for the Program Administrator 

hours and expenses.  Use the Program Administrator log to create this invoice.  

The file is located:  Desktop/Certification/ Invoices/14-15 Budget/ Jens Hours/06-

2014 McMartin hours for example.  The log tracks the number of hours worked 

for the Board, NWEA and Tri-State.  The mileage is also tracked here.  Only a 

percentage of the Board hours and mileage are charged to the NDEP contract.  

The Program Administrator invoice is located: Desktop/Certification/ Invoices/14-

15 Budget/2014-06-30 PA Invoice for example.  After the invoice and backup is 

finalized email to Vice Chairman, Chairman and NWEA President for review and 

approval.  Enter into budget the tracking.  Copy the NWEA Treasurer and 

Certification Board. 

o Monthly Computer Exam Report 

 Prepare monthly computerized exam report.  Go to www.goamp.com.  Click on 

VIP Portal and then Business Partner User. The username and password can be 

found in the PA Passwords and Contacts file.  Click on Multiple-Choice Result 

Roster.  Query the report for the previous month.  Create a new report that lists 

the exams taken and the exam scores.  Do not include the examinees name.  

(Example 10).  Email this report to the Certification Board at the beginning of 

every month. 

o Program Administrator’s Report 

 Prepare the Program Administrator’s Report before each Certification Board 

meeting.  This report is based on the calendar year.  Using the database get the 
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most current information and enter it into the report.  

Desktop/Certification/Program Adm Report 

 Use the deposit log/credit card log/NDEP Fees Received for the quarter/ report 

cycle to complete the activity portion of the Program Administrator’s Report.  

This report is a cumulative report.  Each quarter/ report cycle add the current 

report numbers to the previous report totals.  

 Save the previous report to the new report period name. 

 Sort the database by type, grade, and status.  Count the number of certification 

for each type and grade and enter into the Program Administrator’s Report. 

 The certification pins are counted each year in December. 

 The Program Administrator’s Report also includes the most recent pass/ fail %  

spreadsheet. 

o Budget/Financial Reports 

 Prepare the budget report for the current fiscal year.  

Desktop/Certification/Program Adm Report/Financial Reports   

o Board Meeting Agenda/Packet 

 Prepare the Board meeting agenda (Example 23).  Desktop/Board 

Meetings/Agenda 

 The agenda must be posted at a minimum 1 week prior to the meeting date per 

the State of Nevada Public Meeting Law NRS 241.035.  Email the agenda to the 

Certification Board, NDEP and Elko County for posting.  The agenda is posted at 

the following locations: 

 NDEP website 

 State of Nevada website 

 City of Henderson  

 CCWRD 

 City of N. Las Vegas 

 City of Las Vegas 

 Elko County Community Development 

 The agenda is also posted on the NWEA website http: / / nvwea.org/meeting-

minutes-and-agendas.  In addition an email it sent to the Certified Community 

with a link to the agenda.    

 Email the agenda to NDEP for posting on the NDEP and State of Nevada’s 

websites. 

 Convert the Board agenda and additional documents into a PDF file. The Board 

packet includes:  Agenda, previous Certification Board meeting minutes, email 

approvals of the previous Board meeting minutes, Program Administrator Report, 

pass/ fail spreadsheet, reconciled budget and any other required documents.  
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Email the final Board meeting agenda and meeting documents to the 

Certification Board prior to the next Certification Board meeting.   

 Attend Certification Board Meetings.  There are three face to face meetings 

alternating between northern and southern Nevada.   

 After the meeting file all the Board meeting documents into the Board meeting 

binders.   This is the historical record for the Certification Board. 

 Review the meeting minutes prepared by the Secretary.  Make any additions and 

then email to the Board for review.  The draft meeting minutes must be posted 

on the NWEA website 10 business days after the meeting.  Once the draft Board 

meeting minutes are approved, post them to the NWEA website:   

http: / /nvwea.org/meeting-minutes (See the website instructions.) 

o Additional Meetings 

 Attend NWEA business meetings via conference call.  These meetings are 

typically monthly.  Give a Certification Board update at these meetings. 

 Attend NWEA Conference planning meetings via conference call.    

 Attend the DW/WW Operator Forum meetings via conference call. 

 Attend the Tri-State Conference meetings in Las Vegas in March, June, 

September and November. 
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Example 23 – Certification Board Meeting Agenda – Page # 1 
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Example 23 – Certification Board Meeting Agenda – Page # 2 
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 Application for Approval of Continuing Education 

o Review applications for approval of continuing education. 

o Forward the application and backup documentation to the Board for their review and 

approval. 

o Once a course has been approved assign a course number and update the approved 

course list located in Desktop/Certification/CEU Info. (Example 24)  Email the approved 

course list to the Certification Board. 

o Post the list on the website under training opportunities.  (See the website instructions.) 

o Notify the trainer. 

o When applicable update the Certification Training Calendar on the NWEA website. 
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Example 24 – NWEA Approved Courses for Continuing Education 
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 Customer Service 

o Receive/Return phone calls placed to the hotline number. 

o Respond to emails sent to the Board. 

o Correspond regularly with NDEP, NWEA and ABC on certification issues. 

o Send/email notices and updates as needed.  This includes information regarding the 

NWEA Annual Conference, upcoming training courses, etc. 

o Post events on the NWEA Events calendar. 

o Administer the Wastewater section of the Nevada Water and Wastewater Operator’s 

Forum on Facebook. 

o Check the WEF website www.wef.org for upcoming webcasts.  Post the webcast 

information in the website training calendar and email the certified community.   

 

 Conferences/Networking Event 

o Attend ABC Annual Conference 

 Prepare report for the Board summarizing conference findings. 

o Attend NWEA Annual Conference 

 Attend the NWEA Conference planning meetings.  All of this time is donated to 

NWEA. 

 Registration/ Information desk at the conference. 

 Have a table with applications, brochures and other relevant material. Be 

available to answer any operator questions.  Prepare a presentation to update 

the operators on any program changes as needed. 

o Attend NVRWA Annual Conference 

 Have a table with applications, brochures and other relevant material. Be 

available to answer any operator questions.  Prepare a presentation to update 

the operators on any program changes. 

o Attend Tri-State Annual conference. 

 Attend planning meetings in March, June, September and December.   

 Take meeting notes and provide to Nevada Tri-State Board members and NWEA 

Executive Board. 

 Tri-State conference registration booth. 

 Assist at the conference wherever needed. 

o NWEA Networking Event. 

 Coordinate the event with the selected venue. 

 Create a spreadsheet to track RSVP’d attendees. 

 Create name badges for attendees. 

 At the event highlight the attendees and pass out the tickets. 

 Create a sign in sheet for attendees that did not RSVP. 
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 Have attendees that did not RSVP sign in and create a badge for them. 

 

 Special Projects 

o Involvement with ABC activities as needed. 

o Assist Board in various projects. 

o Create new Board member binders as needed. 
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 Website 

o Maintain the Certification Board website www.nvwea.org.      

o Post applications, brochures, and all related documents. 

o Post database semi-monthly. 

o Post agenda, minutes and newsletters accordingly. 

o Post passing written exam results. 

o Update/maintain training calendar. 

 

o Go to Zee’s website:   

http: / /nvwea.org/manager/ log_in.php 

o See the PA Passwords and Contacts file for login information.   

o Updating the database: 

•  Open the current database file 

•  Delete 1st row 

•  Delete A & B 

•  Delete everything but 

•   Last name 

•   First name 

•   Grade  

•   Status 

•   Expiration date  

•   Certificate #  

•   Type 

•   Employer 

•  Save as 2014-04-15 website in the 2014 website database file (for example) 

•  Save as a CSV File (comma delimited) 

•  Click okay 

•  Click yes 

 

o Go to Zee’s website  http: / /nvwea.org/manager/ log_in.php  

o Log in 

o Website NVWEA 

 Getting Certified 

 WTPO List 

 Check both boxes 

 Import 

 Browse to find the database:  Desktop/Certification/Database/2014 Website 

Databases 
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 Match fields 

 Match the fields – same as the database  

o Op-id (skip this one) 

o Last Name =  Lname 

o First Name =  Fname 

o Exp Date =  Expires 

o Cert Number =  Cert_No 

o Employer =  Emplr 

o Import the file 

 Preview 

 Hit the submit button 

 

o Certification Board Links: 

o Website nvwea:  Getting Certified 

o Applications 

 Exam applications 

 Renewal applications 

 NWEA award applications 

 Continuing education applications 

o Rules: 

 Brochures 

o Policies & Procedures 

o Posting exam results: 

•  Copy the Word file with passing results only  

•  Select all – copy  

•  Website nvwea:  Getting Certified/Exam Results 

•  Paste the new results into the space 

•  Format the spacing 

o Adding/Editing a Link 

•  Website nvwea: News & Info 

•  Certification board links 

•  Useful links click on it 

•  Add or edit 

•  To add you will need to know if it is a URL file or an attachment 

o Adding Pre-Approved Course 

Website nvwea: News & Info 

•  Certification board links 

•  Useful links click on it 
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•  Add or edit 

•  To add you will need to know if it is a URL file or an attachment 

 

o Adding/Editing an email address 

 To Add: 

 Modules 

 Go to module… 

 eNews 

 Categories 

 Certified Operators 

 Add Subscriber 

o First Name 

o Last Name 

 Contact Info 

o Email Address 

 To Edit:  

 Modules 

 Go to module… 

 eNews 

 Categories 

 Certified Operators 

o Click on the operators name 

o Edit contact info 

 

 To Delete a Contact:  

 Click the box on the right hand side of the screen on the line that you 

wish to delete. 

 Click the delete button on the bottom of the screen. 

 

 NWEA 

Current Board Activities: 

o Attend (by phone) Board meetings.  Take minutes when needed/directed using NWEA 

format.   

o Coordinate and attend operator training workshops in the north and south.  Post classes on 

the NWEA Event Calendar and email the training information to the certified community.  

Track registrations using an excel spreadsheet.  Create invoices for attendees as needed. 

o Accept credit card payment for various functions 

o Coordinate annual NDEP Networking Meeting (Carson City) 

o Participate in Tri-State planning and implementation (when directed) 

 



Program Administrator Standard Operating Procedures 2015 
Page 68 

Current Conference Activities 

o Participate in Conference Planning (attend meetings and take meeting minutes). 

o Distribute meeting minutes and agenda. 

o Assist in facility set-up/break-down. 

o Coordinate with exhibitors. 

o Assist with on-site registrations/attendee check-in. 

Other NWEA duties assigned to PA and agreed upon by both parties 

 

 NDEP Veteran Tracking 

o Annually NDEP will request the number of veteran applications that have been 

processed.   

o Complete the Nevada Wastewater Certification Program tracking form and submit to 

NDEP.  Desktop/Certification/NDEP Contract/Veteran Tracking Form/ . (Example 25) 
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Example 25 – Veteran Tracking Form 
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 NWEA Policies & Procedures Manual 

o Revise/create policies per the direction of the Certification Board. 

o Once the policies have been reviewed they will be added to the next Certification Board 

meeting agenda for a formal vote by the Certification Board. 

o Once the Certification Board has approved ask the NWEA Executive Board to review and 

approval the updated policies. 

o Once NWEA has approved the policies email the changes to NDEP.  See the PA 

Passwords and Contacts file for an email address.   

o Post the updated NWEA Policies & Procedures manual to the NWEA website. (See the 

website instructions.) 

 

 Association of Boards of Certification Database 

o Go to the ABC website:  www.abccert.org  

o Member login – contact ABC to get login information 

o Compare certification programs 

o Edit my program information.  Make sure to save each screen and then the main screen 

also. 

 Update the number of certified individual for each category: 

 WWT = Wastewater 

 COLL = Collection 

 WWLA = Wastewater Quality Analyst 

 BIW = Industrial Waste Operator – Biological 

 PCIW = Industrial Waste Operator – Physical/Chemical 

 INSP – Industrial Waste Inspector 

 MAIN = Plant Maintenance Technologist  

o Update the total number of certified individuals on the first page.  

 

 WEF Reports 

o To create a list of current NWEA members 

 www.e-wef.org 

 See the PA Passwords and Contacts file for login information. 

 Report:   MA Member Roster 


