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Guideline for NASBA Credit
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The information below is required in order for CEU Institute to administer CPE credit as
a sponsor with the NASBA (National Association of State Boards of Accountancy)

This guideline is meant to be an easy reference of the governing standards set forth by
the NASBA.

Failure to meet these guidelines could potentially result in an inability to offer CPE credit
or a withdrawal of previously provided CPE.

The following items are required to be provided to CEU Institute:

[
[]

An Outline or Event Schedule (may be included with content below)

Copy of the content being presented (i.e. Presentations). Drafts may be
acceptable as long as they provide the learning objectives and enough material
to determine the content is acceptable for CPE.

Advertising or Promotional materials. Promotional material must follow the
guidelines below.

Name(s) of the Qualified Reviewer(s) for programs requesting Accounting,
Auditing, or Taxes. See Qualified Reviewer Guideline below

Copy of the program evaluation form (if not being created by CEU Institute). See
Evaluation Form Guideline Below.

Copy of the Certificates of Completion (if not being created by CEU Institute).
See Certificates of Completion Guideline Below.

Promotional Material Guidelines

Promotional Material must be labeled with the following required elements. Samples of
each numbered element are shown on Exhibit 1.

1.
2.
3.

©oNOoO Ok

Learning objectives

Instructional delivery methods (CEU Institute will provide)

Recommended CPE credit and recommended field of study (CEU Institute will
provide)

Prerequisites

Advanced preparation

Program level

Program description

Course registration requirements

Refund policy for courses sold for a fee/cancellation policy
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10.Complaint resolution policy
11. Official NASBA sponsor statement, if an approved NASBA sponsor (explaining
final authority of acceptance of CPE credits) (CEU Institute can provide with logo)

Learning objectives can be addressed in a variety of ways from a descriptive
paragraph to a bullet list.

Prerequisites should specifically be stated. If there are none, please state this fact.
Programs that are classified as intermediate, advanced or update inherently build
upon a prerequisite experience or education.

Advance preparation should be specifically stated. If there is none, please state this
fact.

If Program is FREE, stating “Fee” would address the refund policy; however, a
cancellation policy is still needed.

Evaluation Forms Guideline

Evaluations, whether written or electronic, must be solicited from participants and
instructors for each program session to determine, among other things, whether:

e Stated learning objectives were met. Learning objective should match those
reflected in the advertising.

e Any stated prerequisite requirements were appropriate and sufficient.

e Program materials were relevant and contributed to the achievement of the
learning objectives.

e Time allotted to the learning activity was appropriate.

If applicable, individual instructors were effective.

At a minimum, the above list of items must be incorporated into the program evaluation.
CEU Institute must receive copies of the evaluations for the course record archives.

Qualified Reviewer Guideline:

CPE programs are required to be reviewed by qualified persons other than those
who developed the programs to assure that the program is technically accurate
and current and addresses the stated learning objectives. The reviews must occur
before the first presentation of the materials and again after each significant revision of
the CPE programs. (CEU Institute may ask for these contacts if requested by the
board)
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The participation of at least one CPA is required in the development of every program in
accounting and auditing. The participation of a CPA, tax attorney, or IRS enrolled
agent is required in the development of each program in the field of study of taxes. As
long as this requirement is met at some point during the development process, a
program would be in compliance. The individual can be involved during the
development or the review process. (CEU Institute will REQUIRE the names of these
individuals for courses related to Accounting, Auditing, and Taxes)

Certificates of Completion Guideline:

Certificates of Completion will incorporate the information shown in Exhibit 2.
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EXHIBIT 1

CPActivity, LLC

Annual Training Conference

February 10-14, 2015
Orange County Convention Center, Orlando, Florida

Speakers from industry, the profession, and academia will present new ideas and invaluable
information on training. With sessions on Method A & B, online learning methodologies,
program diversity, and leamning styles, your organization will want to be represented as
pariicipants deal with the current issues in corporate training.

| Atthis conference, participants will: @ -
Distinguish between the goals of Method A & Method B Registration
ze the impact of online leaming methods in practice Registration is avalable at www.cpactivity.com or
iassi by phone at 888-555-3424_
$399 for members
$999 for non-members @

Conference participants can earn

up to 20 CPE credits in Personnel/
HR, Specialized Knowledge and
Applications, and Social Environment of
Business fields of study.

Additional Information

Prerequisites: Previous experience in @
developing educational programs

Who Should Attend?

HR Training Staff

Education Directors

Course Developers

Educators

CPAS working in a fraining capacity

Traning Managers

' Advanced Preparation: A journal article will : =
be sent to all participants to read before the =
~ Program Level: Intermediate
Delivery Method: Group-Live
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EXHIBIT 2
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