CE SPONSORSHIP CHECKLIST

For Submitting CE Proposals
All CE activity proposals must be submitted to the IHS Clinical Support Center, Office of Continuing Education, at least 30 calendar days before the activity.

The minute you think of a CE activity, give us a call or send an e-mail notice.  We will guide you through the sponsorship process, and your notification will alert us of your upcoming event.  Please remember that we cannot award CE hours after an activity has already taken place.

PRE-ACTIVITY

 FORMCHECKBOX 
 Notify CSC regarding a new activity – at least 30 days in advance
 FORMCHECKBOX 
 Form a planning committee representative of the target disciplines

The following items must be completed and submitted prior to the start of the activity:
	CHECKLIST FOR A CE COURSE
	CHECKLIST FOR A REGULARLY SCHEDULED SERIES

	 FORMCHECKBOX 

	Proposal Form for a CE Course
	 FORMCHECKBOX 

	Proposal Form for a Regularly Scheduled Series (RSS)

	 FORMCHECKBOX 

	Needs Assessment Form & Narrative
	 FORMCHECKBOX 

	Needs Assessment Form & Narrative

	 FORMCHECKBOX 

	Agenda (Itemized – show times, breaks, & lunches)
	 FORMCHECKBOX 

	Annual Overall Evaluation Summary (for renewal activities only)

	 FORMCHECKBOX 

	Learning Objectives
	 FORMCHECKBOX 

	Signed Speaker & Planner Disclosure Forms

	 FORMCHECKBOX 

	Copy of Speaker Letter
	 FORMCHECKBOX 

	Speaker & Planner Biographic Data Forms

	 FORMCHECKBOX 

	Signed Speaker & Planner Disclosure Forms
	 FORMCHECKBOX 

	Evaluation Tool(s)

	 FORMCHECKBOX 

	Speaker & Planner Biographic Data Forms
	 FORMCHECKBOX 

	Draft Publicity/Marketing/Promotional Material

	 FORMCHECKBOX 

	Evaluation Tool(s)
	 FORMCHECKBOX 

	Topics/Dates/Speakers/Objectives of first 3 presentations (if available)

	 FORMCHECKBOX 

	Draft Publicity/Marketing/Promotional Material
	 FORMCHECKBOX 

	Financial Revenue-Expense Worksheet, if applicable

	 FORMCHECKBOX 

	Faculty List with Disclosure Statement
	
	

	 FORMCHECKBOX 

	Financial Revenue-Expense Worksheet, if applicable
	
	


POST-ACTIVITY
After the CE activity is over, the following items are needed before CE certificates are processed:

 FORMCHECKBOX 
  Narrative Evaluation Summary (please do not send individual evaluation forms or the raw data) 
For CE Courses: A summary is needed for each activity including each repeated course.
For Regularly Scheduled Series: A quarterly or annual Overall Summary Evaluation Form is needed for the 
entire series.
 FORMCHECKBOX 
  Typed Attendance List or CE Claim Sheets
Incomplete proposals delay the review process for sponsorship and/or processing of certificates.  Use this checklist to help with submitting the correct documents.  At any time, please feel free to call our office to clarify any information.  Our telephone number is (602) 364-7777, or e-mail Cheryl Begay at cheryl.begay@ihs.gov.
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