NATIONAL FIREPLACE INSTITUTE
EXAMINATIONS:
 Gas Examination
 Pellet Examination
 Woodburning Examination
ELIGIBILITY:
You must pre-register with NFI to take a certification exam. Please contact NFI or visit www.nficertified.org for more
information.
National Fireplace Institute
1901 N. Moore St., Suite 600
Arlington, VA 22209
Phone: 703/524-8030
Fax: 703/522-0548
E-mail: info@nficertified.org
www.nficertified.org
Once you have been approved, you are responsible for scheduling an appointment to take the examination .

TELEPHONE REGISTRATION

SECURITY PROCEDURES

To schedule an examination by phone, please call 800-7339267. The times of operation for live operators are as follows:

You will be provided 1 piece of scratch paper and a pencil,
to be collected at the end of the examination. Silent, nonprinting calculators may be used. An online calculator will
also be available.

Time Zone
Eastern Time
Central Time
Mountain Time
Pacific Time

Monday - Friday
7:30am - 10:00pm
6:30am - 9:00pm
5:30am - 8:00pm
4:30am - 7:00pm

Saturday - Sunday
9:00am - 5:30pm
8:00am - 4:30pm
7:00am - 3:30pm
6:00am - 2:30pm

CANCELING AN EXAMINATION APPOINTMENT
You may cancel and reschedule an examination appointment
without forfeiting your fee if your cancellation notice is
received 24 hours before the scheduled examination date.
Note: A voice mail message is not an acceptable form of
cancellation. Please use the telephone system and speak
to a Customer Service Representative.
MISSED APPOINTMENT OR LATE CANCELLATION
Your registration will be invalid, you will not be able to take
the examination as scheduled, and you will forfeit your
examination fee, if you:
 Do not cancel your appointment 48 hours before the
schedule examination date;
 Do not appear for your examination appointment;
 Arrive after examination start time;
 Do not present proper identification and letter of
authorization when you arrive for the examination.

This is a closed book examination.
The following security procedures will apply during the
examination:
 Only non-programmable calculators that are silent,
battery-operated, do not have paper tape printing
capabilities, and do not have a keyboard containing the
alphabet will be allowed in the examination site.
 While at an examination site, you are considered to be a
professional and shall be treated as such. In turn, you
must conduct yourself in a professional manner at all
times. While at the site, you shall not use words or take
actions that are vulgar, obscene, libelous, or that would
denigrate the staff or other candidates.
 NO conversing or any other form of communication among
candidates is permitted once you enter the examination
area.
 Cell phones, pagers, and children are not allowed in the
examination center. NO personal items are to enter the
testing center. Candidates are encouraged to leave all
personal belongings except their keys in their car.
 Person(s) accompanying an examination candidate may
not wait in the examination center, inside the building or
on the building's property. This applies to guests of any
nature, including drivers, children, friends, family,
colleagues or instructors.
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No smoking, eating, or drinking is allowed in the
examination center.
During the check in process, all candidates will be asked if
they possess any prohibited items. Candidates may also be
asked to empty their pockets and turn them out for the
proctor to ensure they are empty. The proctor may also
ask candidates to lift up the ends of their sleeves and the
bottoms of their pant legs to ensure that notes or
recording devices are not being hidden there.
Proctors will also carefully inspect eyeglass frames, tie
tacks, or any other apparel that could be used to harbor a
recording device. Proctors will ask to inspect any such
items in candidates’ pockets.
If prohibited items are found during check-in, candidates
shall return these items to their vehicle. PSI will not be
responsible for the security of any personal belongings or
prohibited items.
Any candidate possessing prohibited items in the
examination room shall immediately have his or her test
results invalidated, and PSI shall notify the examination
sponsor of the occurrence.
Any candidate seen giving or receiving assistance on an
examination, found with unauthorized materials, or who
violates any security regulations will be asked to
surrender all examination materials and to leave the
examination center. All such instances will be reported
to the examination sponsor.
Copying or communicating examination content is
violation of a candidate’s contract with PSI, and federal
and state law. Either may result in the disqualification of
examination results and may lead to legal action.
Once candidates have been seated and the examination
begins, they may leave the examination room only to use
the restroom, and only after obtaining permission from
the proctor. Candidate will not receive extra time to
complete the examination.

REQUIRED IDENTIFICATION AT THE EXAMINATION SITE
Candidates need to provide one (1) form of identification.
Candidates must register for the exam with their LEGAL first
and last name as it appears on their government issued
identification. All required identification below must match
the first and last name under which the candidate is
registered. Candidates are required to bring one (1) form of
valid (non-expired) signature bearing identification to the
test site.
IDENTIFICATION – Choose One
NOTE: ID must contain candidate’s signature, photo, be valid
and unexpired.
 State issued driver’s license
 State issued identification card
 US Government Issued Passport
 US Government Issued Military Identification Card
 US Government Issues Alien Registration Card
*NOTE: Student ID and employment ID are NOT acceptable
forms of identification.
TESTING SITES

There are nationwide examination centers. You will be
provided with the locations upon scheduling for your
examination.

TAKING THE EXAMINATION BY COMPUTER
The examination will be administered via computer. You will
be using a mouse and computer keyboard.
IDENTIFICATION SCREEN
You will be directed to a semiprivate testing station to take
the examination. When you are seated at the testing station,
you will be prompted to confirm your name, identification
number, and the examination for which you are registered.
TUTORIAL
Before you start your examination, an introductory tutorial is
provided on the computer screen. The time you spend on
this tutorial, up to 15 minutes, DOES NOT count as part of
your examination time.
Sample questions are included
following the tutorial so that you may practice answering
questions, and reviewing your answers. The “Function Bar”
at the top of the sample question provides mouse-click access
to the features available while taking the examination.

One question appears on the screen at a time. During the
examination, minutes remaining will be displayed at the top
of the screen and updated as you record your answers.
IMPORTANT: After you have entered your responses, you will
later be able to return to any question(s) and change your
response, provided the examination time has not run out.

