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CEDS Recertification 
The CEDS Recertification Candidate Handbook provides guidance and requirements that 
seek to assure that Certified E-Discovery Specialists (CEDS) maintain and enhance their 
e-discovery knowledge and skills for as long as they hold the CEDS designation. 
Professionals who hold the CEDS credential are required to earn qualifying continuing 
education credits through experience, training and education.  
 
Continuing Education Credit Requirements 
Forty (40) continuing education credits are required to be completed within two-year period. 
The document titled CEDS Recertification Eligible Activities contains a complete list of 
acceptable experience, training and education, and the continuing education credits that are 
assigned to each.   
 
Candidates will not be granted continuing education credits for activities completed prior to 
obtaining their CEDS credential or completed more than two (2) years prior to the 
recertification period. All applicable continuing education credits must be earned prior to the 
December 31st deadline of the year for which the candidate is applying for CEDS 
recertification.  
 
CEDS Recertification Deadlines  
Recertification candidates are required to submit a completed CEDS Recertification 
Application, and an evaluation fee, postmarked no later than December 31 of the second year 
after receiving the CEDS credential or from the most recent CEDS recertification. 
Applications postmarked after December 31 of the year for CEDS recertification will incur a 
late fee. and will be accepted until March 31 of the year following the two-year CEDS 
recertification period. These are examples of recertification schedules: 
  

Date of Certification or Most Recent Recertification  Recertification 
Deadline  
Applicant passes CEDS exam on February 15, 2011  December 31, 2013  
Applicant passes CEDS exam on May 25, 2011 December 31, 2013  
Applicant passes CEDS exam on November 17, 2011 December 31, 2013  
Applicant recertifies by December 31, 2013  December 31, 2015 

 
CEDS Continuing Education Credits Supporting Documentation 
Candidates do not need to include supporting documentation with the recertification 
application, but are advised to retain original copies of their supporting documents in case 



ACEDS finds it necessary to request an audit of their records.  
 
Recertification Application Fees and Timeline      
Time Period Timeframes Members Government Non-members  
Early Application Before June 30 $ 150 $100 $250 
Regular Application July 1 to December 31 $ 200  $150 $300 
Late Application  January 1 to March 31 $ 250  $200 $350 
 

1. ACEDS will not accept recertification applications postmarked after the late application 
deadline of March 31. They may contact the Certification Department with questions at 
305-377-2050. 

2. Checks, credit cards and wire transfers are acceptable forms of payment. 
 
Interim Review of Continuing Education Credits  
ACEDS will review during the recertification period, at no cost to the CEDS member, 
continuing education documentation of CEDS members to determine if the submitted credits 
qualify and the number of approved credits assigned to the activity. All supporting documents 
submitted for this review must be accompanied by a CEDS Continuing Education Review 
form. 
 
Denial of Recertification and Removal of the CEDS Credential 
Failure to submit the CEDS recertification application by the late application deadline of 
March 31 following the year of recertification will result in denial of recertification and removal 
of the CEDS credential. Candidates may contact the Certification Department with questions 
at 305-377-2050. 
   



 
CEDS Recertification Interim Review Request Form 

 
 
Contact Information (* Indicates required field) 
 
_______________________________________________________________________ 
*First Name    *Last Name    *Member#  
 
_______________________________________________________________________ 
*Title     *Company/Institution  Department/Unit  
 
_______________________________________________________________________ 
*Mailing Address (No P.O. Boxes, please)  
 
_______________________________________________________________________ 
*City    *State/Province    *Zip/Postal Code  *Country 
 
_______________________________________________________________________ 
*Telephone    Fax    *Email Address   
 
 
Proposed Recertification Activities for Review 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
 
Instructions 
The following documents are required to ensure a timely and accurate review of your 
recertification activity;  

1. certificate or proof of attendance (e.g., letter from supervisor on official letterhead), 
and 

2. program agenda or outline of the training event. 
 
Note 
Any recertification activity completed through ACEDS is documented and assigned 
appropriate CEDS continuing education credits. Please contact the Certification Department 
with questions at 305-377-2050 or Certification@ACEDS.org. 
 
Submission 
Email or fax completed form and supporting documentation to the Certification Department at 
Certification@ACEDS.org or 786-316-0006. Please allow up to four (4) weeks for review and 
response.  

 



CEDS Recertification Worksheet 
 
Forty (40) continuing education (CE) credits must be earned within a two-year cycle following 
the year of certification or prior recertification. Please refer to the table below for guidance on 
applicable continuing education and applied credits. 
 

Categories 
Credits 

Assigned  
Limit - 

Prior 2 years Total  
Professional Experience  

Full-time experience in the 
e-discovery or related fields 

10 per year  20   

Training 

Attendance at a conference, 
workshop, seminar, web seminar, 
symposium, educational or 
training session on e-discovery or 
related topics 

1 credit per 60 
minute hour 

Unlimited    

Education 

Obtaining other professional 
certifications or licenses within the 
two-year recertification period 
(includes PCP CISSP, CLA, CP, 
Board certifications or similar 
credentials)  

5 each  10   

Grand Total of Credits Earned       

 



CEDS Recertification Application 
 
The CEDS recertification application and evaluation fees must be postmarked no later than 
these deadlines: 

1. Early Application – June 30 of recertification year 
2. Regular Application – December 31 of recertification 
3. Late Application  - March 31 of the year following recertification  

 
Personal Contact Information (*Indicates required field) 
 

_______________________________________________________________________________________ 
*First Name    *Last Name    *ACEDS Member Number   
 

_______________________________________________________________________________________ 
*Residential Mailing Address (No P.O. Boxes, please)  
 

_______________________________________________________________________________________ 
*City     *State/Province   *Zip/Postal Code  *Country 
 

_______________________________________________________________________________________ 
*Telephone     Fax    *Email Address   
 
Business Contact Information (*Indicates required field) 
 

______________________________________________________________________________________ 
*Title     *Company/Institution   Department/Unit  
 

_______________________________________________________________________________________ 
*Business Mailing Address (No P.O. Boxes, please)  
 
_______________________________________________________________________________________ 
*City     *State/Province  *Zip/Postal Code   *Country 
 

_______________________________________________________________________________________ 
*Telephone     Fax    *Email Address   
 
Payment Method 
     Members   Government Non-members  

Early Application: Before June 30  □ $ 150 □ $100 □ $250 

Regular Application: July 1 to December 31 □ $ 200  □ $150 □ $300 

Late Application: January 1 to March 31 □ $ 250  □ $200 □ $350 
 
Please charge my credit card: 

□ MasterCard  □ Visa  □ American Express  □ Discover □ Diners Club 
 

_______________________________________________________________________________________ 
Name on Card       Card Number  
 

_______________________________________________________________________________________ 
Signature of Cardholder      Expiration Date       CVV Code   
The CVV (Credit Verification Value) code is usually a 3-digit code located on the back of your card, inside the 
signature area. On AmEx cards, it is a 4-digit code located on the front above the account number. Orders 
without the CVV code will cause processing delays. Visit ww.aceds.org for our cancellation/refund policy. 
 

□ Please bill me (If needed, your corporate purchase order number: ___________) 

□ Check enclosed, payable to: ACEDS, Rivergate Plaza, 444 Brickell Avenue, Suite 250, Miami, FL 33131 



CEDS Recertification Policy 
 
Application Fee 
The recertification application fees are as follows:  
  
Time Period Timeframes Members Government Non-members  
Early Application Before June 30 $ 150 $100 $250 
Regular Application July 1 to December 31 $ 200  $150 $300 
Late Application  January 1 to March 31 $ 250  $200 $350 
 
Fees must be submitted by the stated deadlines and are non-refundable. Recertification fees 
are subject to change without notice. Applicants who submit applications with the 
inappropriate payment will be invoiced the difference and will remain pending until the full 
amount is paid. Fees may be paid by credit card or check payable to ACEDS. The applicant’s 
name and company must appear on all payments made by check.  
 
Recertification Period  
Recertification continuing education credits must be accumulated during the immediately 
previous two years. 
 
Processing  
To submit an application, you should review the application and policy, and then complete the 
required information and sign the application and verification forms. Please allow four (4) 
weeks from the time ACEDS receives your application for review and notification. 
Applications submitted near a deadline (e.g., October 1, December 15, or March 31) may 
take longer to review because of the higher volume of recertification applications received.  
 
Late Application Policy  
CEDS-certified persons are expected to submit their applications on or before the regular 
recertification deadline. Applications postmarked the same day as the deadline are 
considered on-time submissions. The early application deadline for recertification is June 30 
of the year of the applicant’s recertification. The regular application deadline is December 30 
of the year of the applicant’s recertification. The late application deadline is March 31 of the 
year following the applicant’s recertification deadline. After the late application deadline of 
March 31, the applicant must take the CEDS examination to obtain the CEDS designation. 
The only exceptions for documented extenuating circumstances are described below in the 
section, “Extensions.”  
 
Extensions  
Occasionally, extenuating circumstances, such as prolonged unemployment or serious 
illness of the applicant or a close family member, may prevent CEDS-certified professionals 
from meeting the required 40 credits of continuing experience, education and training over a 
two-year period. One-year extensions of the recertification deadline can be requested under 
such circumstances. The extension may be granted only once during a CEDS-certified 
professional’s recertification period and must be approved by December 31 of the applicant’s 
recertification year. The fee to request an extension is $100. Applicants may also choose to 
recertify by examination on or before their recertification deadline at a reduced fee, as stated 
in the CEDS Candidate Handbook.  These are examples of persons who may be eligible for 
an extension:  



 
1. Applicants who have been out of work for at least one year of the two-year 

recertification period because of a layoff or child birth or child care responsibilities.  
2. Applicants who have spent a significant amount of time caring for a seriously ill family 

member or who have suffered serious illness themselves. 
3. Applicants who are deployed to active duty in the armed forces for at least a six-month 

assignment.  
 
If approved, the recertification expiration date will be extended for one year, thus allowing 
time to accumulate the necessary continuing education credits. At the end of one year, 
applicants will be required to submit a completed recertification application form 
demonstrating that they meet the continuing education requirements. The full recertification 
application fee is also due at that time. Upon successful recertification, the new two-year 
recertification period will begin at the end of the extension period. 
 
To request the extension, the following materials must be submitted by December 31 of the 
applicant’s year for recertification:  

1. A written request for extension explaining the extenuating circumstances.  
2. Documentation of the extenuating circumstances, which may include a letter from a 

physician, notice of termination or receipt of unemployment benefits. 
3. The extension request fee of $100.  
4. A completed recertification application demonstrating the efforts to meet recertification 

requirements.  
 
Ineligibility for extensions  
Applicants who have not accrued the required 40 recertification credits by the expiration date 
or who cannot demonstrate extenuating circumstances or have not submitted a recertification 
application before their expiration date are not eligible for an extension.  
 
CEDS Certification Dormant State  
CEDS certified professionals who are not able to recertify by the late application deadline of 
March 31 of the year following the applicant’s recertification period may request that their 
CEDS certification be placed in a “Dormant State“. 
 
A CEDS certification in a Dormant State is inactive until the member can provide ACEDS with 
the required Recertification Application and supporting documentation of the 40 continuing 
education credits earned within the two-year period immediately prior to the year of the 
application to reinstate the CEDS certification.  
 
The fee to request a Dormant State of the CEDS designation is $50. The late application fee 
at the time of request to reinstate will apply.  
 
Lapsed CEDS Certifications  
CEDS-certified professionals who do not submit an application by December 31 of the 
recertification year will be considered lapsed and no longer certified. ACEDS will notify CEDS 
certified members if their certification expires and will also provide certification status to 
employers who request it. Expired CEDS certified professionals must cease using the CEDS 
designation immediately upon notification. To become certified and to display the CEDS 
designation, the expired CEDS-certified professional must retake the CAMS examination. 



 
Recertification by Examination 
CEDS-certified professionals who are required to recertify by taking the CEDS examination 
must submit a written request with payment by the regular application deadline of December 
31 of the year required to recertify. The cost to retake the certification examination is $150 for 
members, $100 for government members and $250 for non-members. Applicants who submit 
applications with the inappropriate payment amount will be invoiced the difference and 
remain unprocessed until the full amount is paid. Fees, which are nonrefundable, may only be 
paid by credit card, or check payable to ACEDS. The applicants name and company must 
appear on all payments made by check. 
 
The CEDS Examination Application is found in the CEDS Candidate Handbook, which may 
be downloaded at ACEDS.org. An applicant must register for the CEDS examination in the 
year following the recertification deadline. Applicants who do not pass the CEDS examination 
by December 31 of the year following the recertification deadline will be considered lapsed 
and no longer certified.  
 
Applicants who do not submit a written request to retake the CEDS examination by the 
regular deadline date of December 31 of the recertification year will be required to proceed 
through the regular CEDS examination process and pay the regular fees at the time of 
submission of the CEDS Examination Application.  
 
Reminders and Application Submission  
CEDS professionals should know their recertification cycle and submit a completed 
application before the recertification deadline. As a professional courtesy, ACEDS will send 
at least two e-mails or mailings reminding all CEDS professionals before the end of their 
recertification cycles, one approximately six months before the expiration date and one 
approximately three months before the recertification deadline. ACEDS will send the 
reminders to the e-mail address and home or office address on file, so it is important that 
ACEDS be notified of changes in contact information. Recertification cycles and submission 
requirements will not be changed because a CEDS professional did not receive reminders 
that were sent to the addresses on file.  



Background Verification Authorization and Affidavit  
 
I herby certify that I have completed a minimum of forty (40) approved continuing education 
credits within the prior two (2) calendar years, referred to as recertification period. I 
understand that no supporting documentation of the continuing education credits requested 
on the CEDS Recertification Application is required to be submitted with the CEDS 
Recertification Application, and that ACEDS reserves the right to request and review 
documentation to confirm and verify, if necessary, the information submitted on the CEDS 
Recertification Application. I understand a signed electronic copy of this authorization may be 
considered as valid as the original. In the event my recertification is not approved, the 
recertification fee, less $100 for administrative handling, will be refunded.  
 
_____________________________________ 
Signature 
 
_____________________________________ 
Print Name 
 
_______________________ 
Date 
 
Note: 
This form must be included with the CEDS Recertification Application to start the review 
process. 


