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This booklet is designed to help you document your CPE Group Study using the Accounting Continuing Professional Education Network videotape product or Live Group Webcast.  Please read it completely and complete all of the required information and provide the signature of the person certifying the accuracy of the information.

Accounting Continuing Professional Education Network

Video Group Study Attendance & CPE/Live Group Webcast Event Record

Firm or Corporation:   
Address: 
Group Study Session Facilitator and Contact:

Name: 
Title

Phone:

Fax:

Email Address:

Date of CPE Group Study Program: 
Type of Group Study Event (Check One):  

Live Webcast Group _______                                                           
DVD Group Study _______                                                           
Title of Program:                                                                                             

Total Attendees at Session: _________

(From Attached Attendance Certificate)

   Group Study Session Log:

Start Time:                    End of Session:      

Total Minutes in session: ________Minutes

Video tapes only: 
 Total Running Time of Tape(s):

Minutes                                                            

Amount of time devoted to facilitated discussion 

by group (Tapes not playing):  ________  Minutes                                 

Minus the amount of time for breaks and/or lunch: ________ Minutes

Equals Total Contact Minutes for session: _________ Minutes                                        

CPE Credit Hour Calculation:

Total minutes from start to end of session, minus breaks and lunch = total CPE credit minutes from videotape and discussion.

Total CPE contact minutes / 50 = # of CPE Credit Hours. 

Total CPE Contact Minutes: ______
 =Total CPE Credit Hours:






Videotape Group Study programs and Live Webcasts are produced by Business Professionals' Network, Inc. through the Accounting Professional Education Network (ACPEN), a cooperative of state CPA societies in many states, as a service to their members.
ACPEN CPE Group Study 

Attendance Certification:

Instructions: 

Have a sign in sheet showing the signature of each person attending the session. Keep this for your records for your records of this event.

On the following page, list each person attending the session and their social security number.  Show reduced hours for those that are not present for the whole session.

Using the calculations, above, determine the correct number of CPE credit hours for entire session. Take into account any attendee who missed significant portions of the entire session and show the reduced number of hours next to their name, if applicable.  All attendees will receive a certificate for the entire session unless indicated otherwise. 

The Attendance Certification and Event Record must be sent to Business Professionals Network, c/o CPE Registrar, ataylor@businessprofessionals.net, (Fax) 972-208-1265, or Business Professionals Network, P. O. Box 250703, Plano, TX 75025-0703. The firm contact should be able to answer any questions.

Retain the sign in sheet for your records. It is subject to inspection by Business Professionals Network and state boards of accountancy. It must be retained for five (5) years from the date of the event.

Upon receipt of the Attendance Certification and Event Record, you will be sent an invoice for the session. When this is paid, a CPE completion certificate will be issued for each attendee shown on the Attendance Certification.

Certification:

I, the undersigned, certify that the information that I am providing to Business Professionals Network concerning the CPE in house Group Study Event listed, is true and accurate, to the best of my personal knowledge and belief. I understand that Business Professionals Network will rely on the representations I am making in assigning CPE credit to individuals shown as attending this event. I certify that our firm has a sign in sheet, made at the time of the session, documenting attendance as shown in this certification and that it will be maintained for five (5) years and subject to inspection by Business Professionals Network upon request.

Attendance Record:

*Please be sure to print names legibly and include a CPA# or SS# for each participant.  We are required to include an individual identifying number for each participant.





CPA# or

Actual Minutes Attended

Name



Last 4 of SSN
(If less than the 8 hours)
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

I hereby certify that the above individuals participated in the group study CPE session described herein and earned the hours of CPE credit noted on page 1 of this record unless a deduction is shown, above.

Facilitator or Training Director:




Date:                     

(Add additional pages for other attendees.)
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