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Continuing Education Units (CEUs)
Event Coordinator Checklist

This checklist does NOT substitute for the CEU Application Form and should be used only after reading the CEU Protocol. It is intended to help event coordinators finalize paperwork to be submitted before and after events.  A copy of this checklist MUST be sent with the initial application one month prior to the event.  KEEP A COPY for yourself.  Email this form with your completed application to ceus@wvprc.org or mail to CEU Coordinator, WVPRC, 100 Angus E. Peyton Drive, South Charleston WV 25303.
Section I:
ONE MONTH PRIOR TO EVENT
· Completed CEU Application Form and CEU Application fee ($35 payable to WVPRC/MURC).
· Detailed Agenda (including workshop descriptions, workshop start and end times, breaks and/or lunch times)
· Presenter(s) Bios (including degrees, credentials, licenses and current employment)
· Marketing Materials (which include the correct CEU provision and the WVPRC logo)
· Registration and Travel/Lodging Reimbursement Information and/or Form for WVPRC Staff CEU Monitor (a WVPRC staff member must monitor CEU events as required by the state boards)
· Sponsoring entity logo (electronic picture format only, such as .gif or .jpg)

Section II:
REGISTRATION PROCESS
· Collection of CEU Certificate fees is the responsibility of the event sponsor or their agent.  Participants should make fee payments payable to the sponsoring organization or agent.  The WVPRC will invoice the sponsor/agent after the required post-event documents are received and verified (see Section III regarding sponsor requirements) 

Section III:
WITHIN TWO WEEKS AFTER EVENT
· Participant Information Spreadsheet (ELECTRONIC COPY ONLY)
· Session/Event Handouts (ELECTRONIC COPIES PREFERED) 
· Detailed list of participant payments for the CEU certificate fee
· Copies of completed Session/Event Evaluations (if you provided your own evaluation forms)
· Copies of Event Media Coverage (If Applicable)
· Sponsoring Organization(s) Logo File (ELECTRONIC COPY) for CEU Certificates if not provided with the CEU Application
· Total number of attendees (all attendees, not just those requesting CEUs)
After all required materials are reviewed and marketing materials approved, the applicant will receive language on the number of CEU units an event is worth.  There is a 2-4 week turn-around time on certificate completion, from the time the WVPRC receives all the post-event materials.  Email addresses are required for CEU certificate distribution, as stated on the Sign In Sheets.  If email addresses are not provided, it is the responsibility of the sponsoring entities to distribute the hard copies of certificates.

Please print or type the contact information for the person solely responsible for the distribution of certificates not deliverable by email.

Contact Name:
     
Mailing Address:
     
Phone (with area code):
     



Email:
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