Common IABC Accreditation Portfolio Errors
Here is a helpful list of mistakes that portfolio reviewers often find in submissions.
· The candidate did not lead or manage the project. Candidates must clearly describe how they played a lead role in the project, preferably as communicator in charge.
· The candidate did not describe his/her role in the project. Candidates must clearly describe their roles in organizing, delegating and executing work—rather than “we did this” and “it was decided that.”
· No time frame was set for the project. Each project must have a clear beginning and end date.

· No clear business need or outcome was identified for the project. Each project should address a clear business need—well beyond “I thought it was a good idea.” 

· Details are lacking about the target audience. Target audiences should be prioritized and listed in detail, including demographics and key factors (pluses, minuses) that helped shape the project strategy and solutions.

· The candidate confuses goals with strategies—or objectives with tactics. Weak goal setting with unclear objectives will sink the success of a work plan faster than anything, because it devalues and compromises the implementation and measurement that follows.
· Objectives are vague or poorly defined. Objectives should be specific, measurable and time-related.
· Goals that include production of the project itself. Production is not a goal but a tactic. Goals focus on desired actions and stated outcomes related to the overall strategy and needs of the target audience.
· Project plans are incomplete. Include your planning process, either summarized as a chart in your work plan or presented as a work sample. In your work plan, be sure to include budget, schedule/time frame, and all required elements.

· Measurement does not match the goals. Measurement should mirror the goals and objectives that were identified near the top of the work plan. If they don’t, the candidate should explain why.
· Work samples are not adequately labeled and cross-referenced in the work plan. The portfolio reviewer needs to know the candidate’s role in developing each sample, for example, whether it is a strategy document, an audiovisual presentation, a web page or site, or a printed piece.



