
APPENDIX A

SUMMARY
PROCEDURES FOR PROCESSING CONTINUING EDUCATION UNIT (CEU) REQUESTS
INITIATING CONTACT
The Request for Approval to Award CEU Credit Form will be input into REPORTER by the individual requesting CEUs for their programming.
REQUEST FOR APPROVAL TO AWARD CEU CREDIT FORM CS/02
  1.
Course number is assigned by the client requesting CEUs.
  2.
The activity title must be as descriptive as possible. 

  3.
Number of Days of Activity- total number of days of the activity.

  4.
Number of Instructional Hours means number of contact hours.  You will provide a detailed course agenda for each day of the program. 

  5.
The number of CEUs to be offered will be calculated in REPORTER.  This is determined by dividing the number of course content hours by 10.
  6.
NC State Faculty/ Extension Content Specialist(s) are individuals having activity content expertise who have reviewed and documented the program content as being acceptable by the University.  Contact the office of the Vice Provost, (919) 513-2625 or via email at ceuinfoaccount@ncsu.edu, if you need assistance or a referral to the appropriate NC State faculty or specialist.

 7.
Program Sponsor means the name of the organization or NC State University unit that is offering the course or program.
 8.
OUC – Enter your Dept OUC here.
  9.
Who should attend? - Identify the target audience by groups.

 10.
The name of the primary instructor should appear on the form.* Include a list of additional instructors 
and vitae for all instructors or presenters.

11.
Program Chair is the name of the program chair/coordinator who is responsible for the administrative and logistical aspects of the program.

12.
Evaluation/assessment procedures refers to the measurement of the quality of the activity as a whole, and assessment refers to the measurement of individual learning outcomes. Every activity must identify the means by which it will be evaluated.  Assessment procedures are optional but preferred.   Identify the test when the activity includes some kind of testing technique. Include a blank copy of your evaluation with your application.
13.
Industry Served code (pick list) - choose the industry most served.  (See Appendix E)

14.
College/Division – fill in the college/division of the program if applicable.
15.
Record the learning outcomes (i.e., behavioral or performance objectives such as skills, knowledge and/or attitudes the learner should be able to demonstrate during or following the learning experience).

16.
Activity description should describe each topic being offered.  Please do not put “see attached” on the approval form, you must provide language describing activity.  However, the program and/or instructional outline can be attached.

17.
Activity Site: City, State, and Country.

18.
Start date of Activity.  Give the starting date of the program.


End date of Activity.  Give the ending date of the program.

*Information recorded on the Approval Form will be entered into REPORTER.  
Registration/Roster

All program rosters must be submitted for processing at one time with all of the required registrant information

Submit a typed alphabetical registration list giving activity title, location, date of activity, course number, as your heading.  All participant information must be submitted for processing within 10 working days after program completion with all of the required registrant information.
Transcript

Requests for transcript must be requested at the following link.
The cost for a transcript is $12.00.


CEU Transcript Refund/Cancellation Policy – REPORTER
Please be advised that if a CEU transcript request is made and it is determined that the requestor has not earned CEUs, a full refund will be given to the requestor.


