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Agenda

• Purpose and benefits of the GARA Certificate
• Difference between a certificate and certification
• Certificate requirements
• Application process 
• Tips for a smooth application
• Questions



GARA 
Certificate 
Program is 

under 
Resources



GARA 
Certificate 
Program 

Information



The GARA Certificate

• Recognizes achievement in 
obtaining a knowledge base in 
government archives and 
records management

• Certificate holders are 
equipped to more effectively 
care for and manage 
government records



Certificate vs. Certification

Certificate
• Typically, does not require a 

proctored exam, but may 
include quizzed or exams

• Does not have continuing 
education requirements

• Examples: GARA Certificate, 
ARMA’s Essentials of RIM 
Certificate

Certification
• Usually requires passing a 

rigorous exam that is proctored 
• Often requires continuing 

education credits to maintain 
certification

• Examples: Certified Records 
Manager (ICRM), Certified 
Archivist (ACA)



Why the GARA Certificate?

• Resume builder
• Shows dedication and commitment to the field
• Professional development opportunity
• Earned once and no ongoing maintenance
• Inexpensive Certificate option  



Certificate Requirements
• NAGARA membership required
• Complete 40 hours of education, with a minimum of 

two hours in each of the nine competency areas
• Education must be completed within 5 years of the 

application date
• Complete the application
• Email application with supporting documentation to 

info@nagara.org
• Pay the $50 GARA application fee online

mailto:info@nagara.org


Core Competencies
1. Program Establishment and Administration
2. Physical Storage and Environments
3. Disaster Preparedness and Business Continuity
4. Retention and Disposition
5. Training, Advocacy and Outreach
6. Digital Repository Management
7. Legal and Compliance Issues
8. Archives and Long-term Preservation
9. Records Considerations for Emerging Technologies



Step 1: Download the application



Application Located Under Applying Tab



Application 
Overview

Three Tabs:
• Instructions
• Applicant 

Information
• Education Tracker



Instructions

• How to complete the 
application

• Explains the fields on 
the education 
tracker and how to 
log your events



Applicant Information



Step 2: Attend education sessions



Competencies 
and Qualifying 

NAGARA 
Events



Spreadsheet for 
pre-approved 
events located 

under Core 
Competencies tab



GARA Competencies 
for Webinars, 

Forums, 
Conferences, and 

Non-NAGARA Events



Pre-approval Codes for Non-NAGARA Events



Step 3: Enter education sessions on 
your application and keep your 

certificates of completion



Education Tracker



Entering Webinars, Forums, Conferences



Certificate of Completion



Supplemental Information

Description of Webinar Certificate of Completion



Supplemental Information

Description of Webinar Proof of Completion



Step 4: Pay $50 application fee and 
make sure your NAGARA 
membership is current



Link to Fee Payment Under Applying Tab



Step 5: Email your application and 
supporting materials to 

info@nagara.org



After You Submit Your Application

• Allow 3-4 weeks for review
• If your application is missing information, NAGARA staff will 

email you with a memo outlining any action required
• You have a total of 3 attempts over the course of 6 months 

from the initial application submission date to provide 
additional information

• Once approved, you will be awarded the Certificate, and a 
hard copy will be mailed to you



Application Tips
• As you complete your education sessions, enter them on your application
• Combine all COCs into one PDF and have them listed in same order as 

application 
• After you have completed 2 hours in each of the 9 competency areas, list all 

other sessions as general credits
• Complete a few more than 40 hours in case an event is deemed ineligible
• When possible, use Forums and Conferences for General Credits
• If using a Forum session for a specific comp, be sure to list the event type as a 

Forum and list session #



Most Common Holdups
• Certificate of Completion (proof of attendance) not 

provided
• Not enough study hours
• Non-NAGARA documentation lacking
• Education does not align with a GARA competency
• Education session used more than once
• Comp claimed does not match comp approved



GARA Certificate Study Hours Pre-Approval

• If you work for an agency that offers records or archives 
training, request pre-approval credits prior to event

• Form can be found on the GARA Certificate website 
under “Requirements” tab

• Once a session is pre-approved, GARA Certificate 
applicants only need to provide the pre-approval code 
and certificate of attendance

• Pre-approval is good for 5 years from date of session



Thank you for attending
Questions can be sent to 

info@nagara.org

mailto:info@nagara.org
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