Continuing Education Activity Plan Check List

Name of Workshop      
Activity Number: 0263 -       -      


 FORMCHECKBOX 
 Continuing Education Activity Plan Sponsor Form 

 FORMCHECKBOX 
 Activity Plan Instructor’s Form 

 FORMCHECKBOX 
 Promotional Materials (brochure, flyer, registration form, etc.)* 
 FORMCHECKBOX 
 Educational Agenda

 FORMCHECKBOX 
 Handouts

 FORMCHECKBOX 
 Instructor Resume, Vitae or Bio

 FORMCHECKBOX 
 Activity Report Form received from Sponsor 


 FORMCHECKBOX 
 Completed Activity Report Form 

 FORMCHECKBOX 
 Sign In Sheet

 FORMCHECKBOX 
 Original Completed Evaluation Forms

 FORMCHECKBOX 
 Evaluation Summary (including comments)

 FORMCHECKBOX 
 Blank Evaluation Form

 FORMCHECKBOX 
 Blank Certificate of Attendance* 
 FORMCHECKBOX 
 Keep copies of all records sent to RID Approved Sponsor Administrator



*see attached checklists for additional information.

     
Date initial application and materials sent to RID Approved Sponsor Administrator

(must be submitted to Sponsor at least 45 days prior to the date of the activity)

     

Date remaining materials sent to RID Approved Sponsor Administrator

To be completed by the Sponsor only.

________
Date materials (Instructor/Sponsor Form) sent to the National Office by Sponsor before the activity for processing.  



(must be submitted to RID at least 30 days prior to the date of the activity)

________
Date materials (Activity Report Form) sent to the National Office by Sponsor after the activity for processing. 
(must be submitted to RID at least 45 days after the date of the activity)

Comments:       
Post Activity Documentation





Pre Activity Documentation








