How to Offer a Chapter Program for CPE Credit

Read the requirements in the Texas State CPE Guidelines, which can be found on the Personal and
Professional Enrichment (PPE) Committee page of the TSO website.

Design Your Program:

Topic with Description (See the SBEC guidelines for CPE credit.)

Length (30 minutes, 1 hour, or longer) (Certificate will read the time completed.)
Location

Date and Time

Presenter

Presenter’s Credentials

Submit your program design for approval to Tracy Shea, Personal and Professional Enrichment Chair at
tshea@c-isd.com.

e Design will be reviewed to determine if it meets the TSO CPE guidelines.

e The state president will be consulted for approval.

e The PPE chair will send an email to the chapter designee approving the program and a sign-in sheet to
document attendance and verify attendees’ email addresses.

Following Approval:
e Advertise the program and fee.
e |nvite prospective attendees.
e Print a spreadsheet with the attendees’ names and email addresses, along with a space for signatures.
The spreadsheet is provided on the TSO website.

Conduct the Workshop:
e Assign a facilitator to acquire signatures on the spreadsheet for documentation of attendance and email

addresses.
e The Chapter Treasurer will collect $5.00 per CPE participant earning CPE credit.

Following the Program:

e Send a copy of the sign-in spreadsheet of attendees (with verified spelling, email addresses, and phone
numbers) to the state PPE chair. Keep a copy for the chapter files.

e Send to State Headquarters:

o A copy of the program design showing approval by the state President
o The spreadsheet of attendees (with verified spellings, email addresses, phone numbers, and
signatures)
o One check made out to TSO for $5.00 per attendee
Email or provide a paper copy of the evaluation form to attendees.
Send a copy of the participant evaluations to Tracy Shea, the PPE chair, and Leesa Cole, TSO
Executive Administrator. This can be sent digitally via email or physically by mail.

e Once the PPE chair receives your evaluations and verifies the receipt of your payment with
Headquarters, CPE completion certificates will be emailed to the CPE designer and the CPE
participants.

e Maintain a copy of the sign-in spreadsheet for attendees in chapter files for a period of five years.



https://www.dkgtexas.org/uploads/4/2/8/3/42835841/enrichment.cpe.guidelines.pdf
https://www.dkgtexas.org/personal-and-professional-enrichment-committee.html
https://www.dkgtexas.org/personal-and-professional-enrichment-committee.html
https://drive.google.com/file/d/1V1D_0fc-JQfuKf_ZQDISTuZ-yrTQoexL/view?usp=sharing

