Ten steps to a GREAT accreditation portfolio 
1. Choose the right projects 
• You were the principal communicator/decision-maker 

• Recent work with beginning/end dates (ideally within five years)

2. Explain the ‘why’ 
• Address a clear organizational or business need (vs. creating product) 

3. Clearly define your role 
• What did you do? (Be specific! Don’t be modest.) 

4. Clearly define your audience 
• List your target audiences in detail (not just by numbers/locations)

• Include research findings, demographics, key issues, concerns

5. Have clear goals and measurable objectives 
• Goals must describe the overall results to achieve

•  Objectives must define specific, measurable and time-related supporting results (the desired actions of your target audience)

6. Make use of research 
• Fill in information gaps with your research

7. Provide all required information 
• Include budget, schedule and all required elements

8. Tie measurement to each stated objective 
• Measurement must show outcomes or how objectives were met (not list tactics/outputs)

9. Proofread 
• Typos and grammar mistakes will count against you 

10. Get help 
• Portfolio mentors, chapter members, IABC website, accreditation liaisons 
