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This form must be submitted each time you report credit(s). While not mandatory, TMA kindly requests that you make every effort to report credits within 90 days after the event. This will allow us to process your credits and update records in a timely manner. You may type directly into the document and email it to certification@turnaround.org or you may print and manually complete the form and send it to TMA, Attention: Certification, 150 South Wacker Dr., Suite 900, Chicago, IL, 60606. You must obtain a certificate of attendance for each event listed below and must keep it on file for at least six months following the conclusion of your CPE reporting period. Annually, TMA will audit a random selection of CTPs and CTP-Ds and, if audited, you will be required to provide documentation of attendance for each event listed on this form. A certificate of attendance includes one provided directly by the sponsoring organization or, if the sponsoring organization does not provide a certificate, the CTP/CTP-D is responsible for the completion of the Sponsoring Organization Certificate of Attendance Verification Form. This information is vital in verifying credit hours. Activity associated with committee/board meetings or social/networking events shall not receive credit.   
PERSONAL INFORMATION

	Date of Submission
	

	Name:
	

	Company:
	

	Address:
	

	City, ST, Zip, Country:
	

	Phone:
	                                                                      FAX: 

	Email:
	


Itemized Listing of Events Attended 

Please refer to the Reporting Guidelines for details and definitions. You may duplicate this form as needed. This grid must be completed in its entirety for appropriate credit hours to be calculated.

	ACTIVITY TYPE (1)


	ACTIVITY DESCRIPTION (2)
	ACTIVITY DATE (3)
	SPONSORING GROUP (4)
	ACTIVITY TITLE (5)
	LENGTH OF ACTIVITY (6)
	ETHICS

CREDIT (7)
	UNIVERSITY COURSES ONLY: 

# OF COURSE CREDITS (8)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Definitions and Instructions for Recording CPE Activity

(1) ACTIVITY TYPE:  Please indicate whether activity is “group,” “personalized,” or “other”.                                                                                                                Group Programs include: university and college courses offered either for credit or noncredit; training programs organized by your company, including courses, seminars and workshops; programs presented at conferences, conventions, meetings, workshops, and internet or webinar seminars by professional organizations and associations.

Personalized Programs include: Self-study courses and educational materials, such as workbooks, videotapes, audiotapes, computer programs, study guides, etc., which are acquired from a vendor.
Other Programs include: Activities conducted before business-related groups, such as a speaker, group leader, moderator or instructor; developing content related to broad business, legal, accounting and finance, taxes and turnaround management topics that appears before the general public, such as publishing articles and books or appearing on television, radio, or other medium.

(2) ACTIVITY DESCRIPTION: Description examples include but are not limited to: “live course,” “self-study: audio tape,” “webinar,” “published article” 

(3) ACTIVITY DATE: Indicate start and end dates. For example, a one-day course is 1/1/07 – 1/1/07. A book may be 1/1/07 – 2/1/07. 

(4) SPONSORING GROUP: For live, electronic or self-study courses, indicate the sponsoring group/university. For written work, indicate the publication (volume, issue and/or date) and publisher. For teaching engagements, indicate the group/university.

(5) ACTIVITY TITLE: Indicate the name of the program, university course, book, article, etc. 

(6) LENGTH OF ACTIVITY: Indicate length of programs, writing time, presenting time, etc. in minutes. For university courses, only indicate if the course was offered on a semester or quarter system; do not calculate time in minutes spent in the classroom.  For time spent in presentation preparation, do not provide time spent in preparation. Simply provide information for fields (1) - (5). 

(7) ETHICS CREDIT: To determine whether a program has been approved for Ethics credit, please contact the sponsoring organization of the program. Those programs approved for Ethics credit by NASBA (National Association of State Boards of Accountancy) or an individual state accounting board will automatically qualify towards the CTP/CTP-D Ethics credit requirement. Any course that is approved for ethics for attorneys (Continuing Legal Education) will qualify towards the CTP/CTP-D Ethics credit requirement.
(8) UNIVERSITY COURSES ONLY: For credited coursework, indicate the number of credits per course as determined by the university. For non-credited coursework, indicate "non-credit course" and provide the number of credits as determined by the university.

Important Rules and Regulations to Remember:

· When reporting CPE credits, please also refer to the following documents for guidance:

· Exhibit A: CPE Reporting Guidelines – outlining the types of programs that qualify for CPE and reporting and documentation rules.

· Exhibit B: CPE Reporting Policies  – outlining the policies pertaining to the reporting and calculation of CPE credits.

· Form 2: Sponsoring Organization Certificate of Attendance Verification Form – to be obtained and submitted for events for which the sponsor/vendor does not provide a certificate of attendance.  It is not required for national TMA-sponsored events but is required for TMA Chapter events.

· Form 3: CPE Reporting Book Review Form
The forms listed above may be obtained on the TMA website at www.turnaround.org.


· CTP/CTP-D records are automatically updated to reflect attendance at National TMA programs. For other programs, including TMA regional and chapter educational programs, it is the obligation of the CTP/CTP-D to document attendance.
· University or college credit courses relevant to turnaround management earn 14 CPE hours per semester hour and 10 CPE hours per quarter hour. Noncredit courses earn half of what is awarded for credit courses per hour. For example, a course taken for three credits in a semester would qualify for 42 CPEs: (14 CPEs per semester credit x 3 credits = 42 total CPEs). CTPs and CTP-Ds must report if the course was taken for credit or noncredit and if it was taken in a semester or a quarter. Verification of completion of the course must also be obtained.

· Educational efforts in Personalized Programs, as previously defined, should rely on the vendor's estimate of the average time, in minutes, required to complete the program. These minutes, when divided by 50, equal the number of CPE hours awarded. If such information is not available, the CTP or CTP-D can substitute the number of minutes actually spent using the program based on his/her own estimate. Courses of study for Personalized Programs must have been completed when the request for CPE credit is made.

· Reading a business book may qualify for five hours of CPE when the CTP or CTP-D completes a CPE Reporting Book Review Form (Form 3); one CPE hour may be granted when the CPE Reporting Book Review Form is not completed. Total credits granted for Personalized Programs may not exceed 25 in the two-year CPE reporting period.

· CPE hours earned for presentations, as previously defined in Other Professional Activities, earn one CPE hour for each 50 minutes of presentation time, and two additional CPE hours for advance preparation for each 50 minutes of presentation time the first time the program is conducted. One additional hour is awarded for advance preparation for each 50 minutes of presentation time for subsequent offerings of the same program. A program may not receive credit more than once each year. Thus, during the two-year CPE reporting period, a program could be listed twice.

· CPE hours earned for published work, as previously defined in Other Professional Activities, earn one CPE hour for each one hour of effort, provided that the material is published. The CPE award may only apply during the year of publication. Regardless of the amount of time spent on publication activities, no more than 10 CPE hours may be granted in this category during any two-year CPE reporting period. 
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Itemized CPE Reporting Form
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