When Converting CEUs to Credit Hours

CEU Continuing Education Units 

When presenting a request for credit Continuing Education Units please submit the following information:

         Certificate of training to be assessed, please send a copy of the certificate [do not submit the original document] 

         Where were the CEUs obtained:

o   the name of the organization, 

o   web site for the organization, 

o   website that describes the training involved with this training [if available],

o   email address or phone number, or mail address of a contact person in the organization that is familiar with the training materials presented as a part of the CEU 

         Official number of CEUs awarded for the training [this must be printed on the certificate or attached in a separate document]

         Number of seat-hours for the training

         A 1-2 page summary of the topics covered in the training

         A 1 page summary of how you were able to integrate the learning from this training with you occupation
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