The following information will need to be sent to the ISHA CE Administrator:
Mary Jo Germani

mgermani@bsu.edu
1. Needs Assessment – need a short statement related to why there is a need for this proposed program and how this decision what made (survey members, focus groups…etc)

2. Learning outcomes – need a list of outcomes describing the skills, knowledge and/or activities participants will be able to demonstrate as a result of this activity.  

3. Instructional Personnel – provide each speaker’s/instructor’s name, affiliation and a brief description of qualifications

4. Time-ordered agenda – need a schedule of the activities that includes time periods and the content, instructional personnel and activities and learning resources for each time period.  Be as detailed as possible – include all breaks and meals as separate time periods.

5. Promotional materials – provide information you will use to advertise or promote this activity.  Once I receive the initial materials from you I will send you the required ASHA CE promotional paragraph and CE logo.

6. Assessment of learning – describe the method(s) you will use to measure/assess what participants learned during the activity.  Include sample forms

7. Program evaluation – describe the procedure you will use to evaluate the program.  Include sample forms

8. Satisfactory completion/awarding of ASHA CEUs – describe how you will document completion of activities.  Could be attendance – sign in at the start of the program (might also require that they initial sign in sheet at the end of the day to document that the program was completed).
9. Fees – You will need to send two checks:  one made out to ASHA CE Registry for $250 and one made out to ISHA for $50.  

Any questions call Mary Jo Germani during the day at 765-285-8162 or email mgermani@bsu.edu
Mail both checks to:

Mary Jo Germani, Ph.D., CCC-SLP

Dept of SPAA, AC 104

Ball State University

Muncie, IN  47306

