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ACEC New York Course Approval Process
Important Information to Note: 

Retroactive Course Submissions: Effective December 1, 2005, courses with retroactive dates can no longer be approved through ACEC New York. Please do not submit courses that have already been offered.
Last-Minute Course Submissions: Courses submitted less than 10 business days before the course offering date are subject to a $100 late fee, in addition to the normal course review fee. PLEASE NOTE: If the course may not be approved in time for the course offering date, the training provider firm (that is submitting the course) must notify its attendees the credits are pending and are not guaranteed. The training provider may want to establish a refund opportunity for its attendees if the course is not approved.
THE APPROVAL PROCESS…

New Courses(: Courses must be submitted at least three (3) weeks before the scheduled date. The turnaround for a course review is usually ten (10) business days or more. Please read on for exceptions.

A firm seeking to have a new course( submitted for review must submit to ACEC New York the following:

1. Course application;
Please be sure that application is filled out entirely. Please note that 50 minutes of contact (instruction) time is equivalent to 1 PDH (professional development hour).

2. Course application fee ($40 Member fee; $275 Non-Member fee);
An additional fee of $100 will be added to the course review fee if a course is received less than 10 business days before the date the course is to be offered.

3. Instructor's resume or biography;
4. Instructor’s Electronic Signature;

5. Outline/agenda that allots a timeline for each portion of the course, if the course is more than one hour (if the course is one hour, an agenda should still be provided with a general timeline, i.e, “9:00 A.M. – 10:00 A.M.);

6. Course presentation materials including at least one of the following:
· PowerPoint presentation (To conserve paper and ink for all parties, please submit this in black & white on plain paper, and please print 4-6 slides per page, unless the slides are not legible when printed smaller);
· Hand-outs of course content (detailing all course content); or

· Course manual.

7. Assessment of Learning questions (These questions are those that the instructor will verbally ask attendees during the course presentation to assess understanding of course material; a written quiz or test hand-out is also allowed, but also must be submitted to ACEC New York.); and


Please be sure that the date and location are filled out on the course application, along with the additional requested information. If course date and location is not yet known, please send an e-mail to erin@acecny.org to receive the certificate template, once the date and location are set. We now need the location info as well (City, State); please be sure it is included.
Next Steps: 
Only after receiving all materials listed above(, the course is then shipped or mailed to a certified course evaluator, who is an ACEC New York member in good standing and a licensed engineer.

Before a course is sent for review, it is entered into the ACEC New York database and assigned a course number and an evaluator. A file is created for each new and duplicate course(. Copies of the course material or the original material are sent to the assigned evaluator. The evaluator usually has 5-6 business days to complete their review. After the review, all original course documents are then housed in am electronic file in the ACEC New York office.
After Course Approval:

1. Once the course is approved, the evaluator faxes the approval form back to ACEC New York.
2. ACEC New York then e-mails the following information to the Course Provider.

a. Sign-In Sheet**
b. Sponsor Organization Agreement Authorization*
c. Course Evaluation Record (EXAMPLE) 
d. Approval Letter

The training provider (firm that submits the course) is responsible for sending back the signed Sponsor Organization Agreement form. After ACEC New York receives the signed authorization form, a certificate template form is created and sent via e-mail to the provider. Please note that the template is locked. If a correction must be made, please contact ACEC New York’s Albany office. 
3. Certificates are then created, using the provided template, and distributed to attendees by the provider. 
4. Ensuring your attendees' credits are valid and completing the course file: 
After the course is given, the provider is required to send ACEC New York the following items:

a. Completed Sign-In Sheet (signatures of attendees ensure that their credits are valid); mail, e-mail, or fax to ACEC New York;


b. Please note that attendees must attend the entire course to receive credit. Partial credit cannot be granted. 

(Duplicate Courses: Any course that is offered more than once (offered either on an additional date or to an additional group of attendees), after first being approved as a new course, is considered a duplicate course. All material must be unchanged from the original approved course to be considered a duplicate course, including the instructor assigned to teach the class. 

The originally approved course material is still only valid for one (1) year from the approval date of the new course, and duplicate courses of that course may be offered throughout that year. If a firm seeks to offer the course again, as a duplicate course, it must submit by fax, e-mail or mail the following:


1. Duplicate application of the original course approved, but the date and location of the course must be updated;


2. Course Duplicate fee ($25 Member Fee; $55 Non-Member Fee)
(Exceptions: ACEC New York has a 10-15 business day turnaround on course approvals. This deadline will not apply if one of the following is true:

· The course is rejected for approval and needs to be sent to a second evaluator;

· The course evaluator requires additional information on the course or on the instructor;

· The course is incomplete;

· The course reviewer is not able to evaluate the course in 5-6 days. The course must then be submitted by ACEC New York to another evaluator, or ACEC New York may allow the course reviewer additional time.
(Courses are valid one (1) year from date on evaluation record of approval. The course is only valid for credit if the instructor and all course materials remain unchanged. To offer the course on an additional date (after initial approval), please follow the “Duplicate Courses” instructions in this document.
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