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CPE Checklist for Promotional Materials

NASBA requires the following items to be on promotional materials if CPE credits are given for the educational program. Remember to check with other agencies, i.e. state agencies since they might have additional requirements. Even for chapters not offering CPE credit for their programs, this is a good checklist to use for promo materials as it gives all the basic information to the prospective attendee.

· Learning Objectives - what attendees will learn along with information about why this program is important to attend 

· Program prerequisites, if any 

· Program level (basic, intermediate, advanced, update, or overview) 

· Program content - detailed description of the program is strongly advised, along with speaker names and short biographical information 

· Advance preparation, if required 

· Instructional method used for program and material delivery (i.e., live group, Internet-based group, or self-study) 

· Amount of CPE credit being offered for program 

· Program registration requirements 

· Refund policy 

· Complaint resolution policy 

· Official National Registry of CPE Sponsors' Statement (if applicable)

