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CEU Application Process Narrative for Chapters
This document accompanies the CEU Application Process Map for Chapters
                          (The steps in the CEU Provider Program Application packet provide more details)

	Step
	Action
	Description

	1
	Chapter decides on Education Day for Members
	Go to Step 2

	2
	Education Day Committee selects program focus and potential presenters
	The committee determines the theme for Education Day and identifies possible presenters who have expertise in the topic area. Go to Step 3

	3
	Are each presenter’s programs CEUd?
	If yes, the presenter’s program is already CEUd through AICI, go to Step 11
If no, the presenter’s program is not CEUd, go to Step 4

	4
	Does the presenter have CIP or CIM?
	If the presenter has a CIP or CIM the application can proceed.  If the presenter does not have CIP or CIM, the CEU chair will determine whether the presenter’s credentials meet the required standard.  The presenter is required to prove expertise in the subject area of the presentation. 
If yes, go to Step 6
If no, go to Step 5

	5
	This person’s lack of CIP, CIM or credentials means the program cannot be CEUd through AICI
	Participants who attend a presentation given by a presenter who has not been CEUd through AICI will not receive CEUs

	6
	Chapter or presenter submits application to CEU Administrator to have program CEUd (including proof of credentials, if needed)
	Chapter/presenter indicates on application whether this is for a one-time chapter event or for ongoing programming by the presenter. Go to Step 7

	7
	CEU Administrator acknowledges receipt of application
	Go to Step 8

	8
	Is Program approved?

	If yes, the program is approved, go to Step 11
If no, the program is not approved, go to Step 9

	9
	CEUs cannot be earned for this program
	Go to Step 10

	10
	Do we offer the program with no CEUs?
	A chapter can still offer a workshop, even though no CEUs can be earned by participants. 
If yes, go to Step 11

	11
	Present Program
	For CEUs to be earned, participants have to meet all course requirements.

	12
	If program is CEUd, send participant evaluations, compiled participant evaluations (optional) list of participants earning CEUs and Trainer Self Evaluation to CEU Administrator
	Go to Step 13

	13
	CEU Administrator notifies AICI Headquarters of people who earned CEUs
	Member records of earned CEUs are updated on a monthly basis. Go to Step 14

	14
	AICI Headquarters updates member files to reflect CEUs earned
	End of chapter application process to have programs CEUd
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