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CPE for CPA’s

I am a CPE provider and I need to get the Board’s approval to conduct my training classes in Virginia. How to I do this? 

The Board no longer requires CPE providers (Sponsors) to obtain Board approval to conduct CPE classes in Virginia. Sponsors may choose to contact the National Association of State Boards of Accountancy to receive the guidelines for designing CPE classes or to register as a NASBA approved CPE sponsor but the Board does not require this. Except for the annual Ethics CPE requirement, which became effective in late 2003, CPAs licensed in Virginia determine the CPE courses they will take. They must receive a certificate that clearly shows the name of the course provider, title and description of course, date(s) of the program and number of CPE credits awarded. NOTE: The fact that the Board does not require Sponsors to register does not appear in the Board’s regulations. Standards for establishing a CPE training course may be found on the NASBA and AICPA websites, (see link "Related Sites" under CPA Support Services) and there is no requirement to register as a sponsor with either organization. 

Sometimes due to the browser being used, the renewal is processed but the receipt will not appear. When you try to renew again, because the renewal has been processed, you will receive a message that you are not eligible because your license has already been renewed. You need only to go to the "CPA Lookup" under CPA Licensure Services and check your online record. Your new expiration date will appear there and you can print your updated information. 

How many hours of Continuing Professional Education (CPE) do I need? 

Generally, CPAs who are practicing public accounting or those who are using their CPA designation and providing services to the public must meet the 120 hour requirement with a minimum of 20 hours each year. CPAs who are working in the accounting field but who do not provide services to the public must meet the following requirement: 2006 to 2008: 90 hours for the cycle, 15 hours each year; 2009 on forward: 120 hours every 3 year cycle, a minimum of 20 hours each year. CPAs who do not work in an accounting field are not required to complete CPE each year but there is a requirement that CPE must be completed before these CPAs can begin using their CPA designation and work in an accounting field whether that work is performed for the public or not. 

The Board's annual Ethics CPE course must be included in the annual CPE requirement. 

When does my CPE reporting cycle begin? 

If you were initially licensed in 2002, your first CPE reporting cycle will be the three calendar years 2003, 2004 and 2005. For CPAs who are practicing public accounting or who are using their CPA designation and providing services to the public, the CPE reporting cycle is the three calendar years immediately preceding the date of renewal, i.e., if you must renew by July 31, 2006, your reporting cycle would be the three calendar years immediately preceding 2006 or 2003, 2004 and 2005. For CPAs who are using the CPA designation but who are not providing services to the public, your CPE requirement became effective July 1, 2002 and your first reporting cycle will be 2003, 2004 and 2005. For this group, any CPE taken must meet the requisite annual and cycle requirements. 

When and how do I turn in my CPE credits to the Board? 

Quick answer is, you don’t. You must maintain copies of the certificates that you are presented at the completion of the courses that you take. The Board conducts a randomly selected audit each month in which individual CPAs are sent a letter requesting a report of CPE for the full three-year reporting cycle. Copies of the certificates must be forwarded to the Board office at that time. 

How long do I need to retain proof of completion of CPE? 

You must retain the completion certificates so that you can provide to the Board copies for the three years immediately preceding the year that you are audited. A couple of examples would be, as follows: 

Example 1: You receive an audit letter from the Board on February 14, 2004. You must provide copies of the CPE completion certificates for the years of 2003, 2002 and 2001. At the time that you are advised that you are in compliance, you may discard the completion certificates for the year of 2001. 

Example 2: You receive an audit letter from the Board on July 22, 2005. You must provide copies of the CPE completion certificates for the years of 2004, 2003 and 2002. 

Example 3: You have been retaining your CPE completion certificates since 1998 and you have not received an audit letter from the Board. Your license will expire on November 30, 2003. You must affirm that you have met all CPE requirements at the time of renewal in November 2003 for the three years immediately preceding 2003. You must have retained copies of the CPE completion certificates for 2002, 2001 and 2000 at the time that you renew in November 2003. After you have made your affirmation, you may discard the CPE completion certificates for the years 1998, 1999 and 2000. You will need to retain CPE completion certificates for the years of 2002 and 2001 along with those for 2003, so that you are prepared to affirm that you are in compliance when you renew in 2004. 

If my employer maintains the official record of my In-house CPE and I am audited by the Board, may I provide that report to the Board rather than copies of the certificates? 

The Board has indicated that the employer’s report on CPE for the CPE provided in-house is acceptable if it contains all of the required information including the name of the course provider, title and description of course, date(s) of the program and number of CPE credits awarded. 

MCLE for Attorneys


Instructions can be found on the Web:    
http://www.vsb.org/docs/mcle-form4.pdf
Telephone VSB:  (804) 775-0577

MCLE Deadline:  October 31st of each year

For Course Approval Complete Form 4:  

· Applicant:  Name, address, telephone

· VSB#

· Course Sponsor and Representative

· Title of Program

· # CLE hrs

· Registration Fees

· Approximate number of attorneys in attendance (must be at least 2)

Form 4 Required Attachments:

· all courses MUST have Program Time Schedule or Agenda (times are required to compute approval credit hours)

· Table of Contents 

· a sample of WRITTEN materials from each session (2-3 pages each)

· If applicable, a statement of how a non-legal course relates to your practice 

Certifying Your MSCLE Attendance
Complete Form 2:   
http://www.vsb.org/docs/mcle-form2.pdf
· The MCLE Form 1, End of Year Report is mailed in November. If this report does not reflect all courses attended through the October 31 compliance deadline, please document additional courses or changes and return to the MCLE office by the December 15 reporting deadline. Fax transmissions are not acceptable for Form 1 certification. 

· We do NOT accept E-mailed certifications of attendance. 

· Courses provided by Distance Learning Presentation Formats may only be credited with the Virginia approved SPONSOR PROVIDED certification of attendance which verifies completion of the program and also requires your signature certifying attendance.

 Course sponsors may collect your certification of attendance and forward it to the MCLE Department. We do not accept attendance lists from the sponsor as certification. You must sign a certification of attendance indicating the number of hours attended.

CAUTION: Sponsors may not be aware of your MCLE deadlines. You may want to keep and send in your certification if you have a deadline approaching to insure timely receipt by the MCLE Department.
· If you do not receive a Virginia approved certification of attendance please check with the sponsor to confirm Virginia course approval and to get the Virginia course approval number. 

· If the course has not been approved you may apply for credit individually by completing the Application for Course Approval, Form 4.

 You may certify your attendance by mail or fax as follows:

MAIL: 

MCLE Department
Virginia State Bar
Suite 1500
707 E. Main Street
Richmond, Virginia 23219

CAUTION: Be sure to allow sufficient lead time or use an express mail service when meeting the MCLE deadlines. Be sure to check your online record to insure receipt and proper posting of your submission.
FAX: Fax to the MCLE designated fax # (804) 775-0544 ONLY

· Fax transmissions are NOT accepted when certifying compliance for a previous completion period including the Form 1, End of Year Report and required attachments or any subsequent submission in response to the 60-day Notice of Impending Suspension for MCLE noncompliance.

CAUTION: Only complete and legible forms can be accepted. Your fax confirmation does not insure our receipt of an acceptable form. Be sure to check your online record to insure receipt and proper posting of your submission. You may experience difficulty in getting your fax through timely close to a deadline. It is always advised that you mail your certification by an express mail service when meeting MCLE deadlines.
CEU for Insurance Agents
RULES:

· 16 hours of approved CE courses if you hold a single license type, or 24 hours of approved CE courses if you hold more than one license type. For special requirements for those holding Life & Health or Property & Casualty CONSULTANT licenses, refer to the CE Handbook. 

· Those holding the Life & Annuities license and the Health license are still required to complete only a TOTAL of 16 hours of CE each biennium. Those holding the Life & Annuities, Health and Life and Health Consultant licenses are still required to complete only a total of 16 hours of CE each biennium. 

· CE courses remain categorized as Life & Health, Property & Casualty, Title, Laws & Regulations; and Other General Insurance. Whether you hold the Life & Annuities license, the Health license, the Life & Health Consultant license, or any combination of the three, ANY course categorized as "Life & Health " can be applied to any of those licenses, even if, for example, you take a course on health insurance when you hold only a Life & Annuities license.

· Two hours of Laws and Regulations credits must be completed by all producers during each biennium - no exceptions. 

· No more than 75% of the credits towards compliance may be from courses categorized as Company/Agency. 

· Limited carryover credit is allowed to the next biennium only. 

· Nonresident agents must pay the reporting fee. Prometric will verify their home state status and send a written notice of the result.

More information about CE requirements is available on the regulatory agency Web site. The link below takes you out of the Prometric Web site and into the agency site. A new browser window will open when you click the link.

VA Bureau of Insurance Web site
COURSE APPROVAL:  
must be submitted to Prometric.  Toll free Virginia CLE #800-484-2366 and all correspondence directed to: 

Prometric

ATTN: Virginia CE Filing

1260 Energy Lane

St. Paul, MN  55108-5225 
RESOURCES:

1. VIRGINIA INSURANCE CONTINUING EDUCATION BOARD

SPONSOR INFORMATION PACKET -- Administrative Services Provided by Prometric

See attached LINK:  http://www.prometric.com/NR/rdonlyres/eb53x2nmato3eq3357f77ut3n5mfszmjhcrreiq26kwejybc7ooas4kgsuewfztulzqb7rj3gi34og5gtfpdxspr2hc/VASponsorPacket090707.pdf
2. Virginia Insurance Continuing Education Web User’s Guide For Sponsors

See attached LINK:  http://www.prometric.com/NR/rdonlyres/elep62qqsmryncve6aiignx76b6y6ysw7rrrn26555wpayh7cdxp55iv6hemxhwq4sz6ciwajzgpi7h2ja6gaqo4dvb/VAProviderWebGuide192008.pdf
CE for CFP’s
Section 2: Program Requirements
CE sponsors are encouraged to register CE programs with CFP Board. Check with the sponsor of your CE course to find out if the program has been registered and for information about the number of CE hours the course has been accepted for by CFP Board, or visit CFP Board's Web site at www.CFP.net/sponsors to generate a list of registered CE sponsors and programs.

Programs designed to meet CFP Board's two-hour Code of Ethics and/or Practice Standards requirement have additional requirements and must be approved by CFP Board before they will be accepted.

CE programs not registered with CFP Board that are completed on or after January 1, 2006, may be reported by the CFP® certificant to CFP Board for CE hours but must be reported online with a nonrefundable $20 processing fee. CE programs not registered with CFP Board that are completed before January 1, 2006, may be reported to CFP Board for CE hours without a processing fee. CFP Board will accept only CE hours that cover one or more of the subject topics.

CFP® certificants should only report programs for CE credit that:

· address one or more topics listed in Appendix A.
· contribute to increasing the professional competency of participants.
· are developed and conducted by persons qualified in the subject matter and in instructional design.

· are current and correct in program content.

· provide documentation to the certificant by the sponsors.

· are at least 50 minutes in length.

Programs that have been accepted by the state boards of accountancy, state bars or state insurance commissions will be accepted for CE credits provided topics covered are listed in the Subject Topics Accepted for CE Credit.

http://www.cfp.net/downloads/RenewalCEBooklet_topiclist.pdf
Section 8: Reporting and Recordkeeping
CE hours may be reported electronically to CFP Board at any time by CE sponsors or by CFP® certificants. CE hours must be submitted to CFP Board by the end of the CE reporting period, along with the other renewal requirements. The CE reporting period is the same as a CFP® certificant's certification period.

Electronic Reporting 
CE sponsors are required to electronically report CE hours earned by CFP® certificants who complete programs registered with CFP Board. View a current list of CE sponsors registered with CFP Board. When CE hours are reported by a sponsor, e-mail notification is sent to the individuals receiving credit.

Certificants can access up-to-date information on CE hours that have been reported by CE sponsors by logging in to CFP Board's Web site at www.CFP.net/login. If all required CE hours are reported to CFP Board directly by CE sponsors, including the required two-hour Code of Ethics and/or Practice Standards program, the certificant does not need to report additional CE hours.

Self-Reporting 
Certificants may self-report courses not directly reported to CFP Board by a CE sponsor. Programs not registered with CFP Board that are completed on or after January 1, 2006, may be reported online with a nonrefundable $20 processing fee per program to cover the cost of review. Programs not registered with CFP Board that are completed before January 1, 2006, may be reported without the processing fee.

CFP Board accepts only programs that cover one or more of the subject topics. If programs are reported to CFP Board that do not meet CFP Board's CE standards, any processing fees paid when reporting those programs will not be refunded. 

Documentation of Self-Reported CE Hours
Each CFP® certificant must retain documentation of self-reported CE hours for two years after the end of the reporting period. Documentation confirming attendance should not be sent to CFP Board unless specifically requested. CFP Board may request these documents at any time up to two years from the end of a reporting period.

Documentation may be a grade report or transcript for activities involving an examination. For other programs, a written confirmation of attendance (i.e., Certificate of Attendance, Certificate of Completion, etc.) from the sponsoring organization is acceptable and should include: CFP® certificant name, name of program, name of CE sponsor, date of program, location, number of CE credits and signature of sponsor representative. In addition, an agenda showing the topics addressed and the time allotted for each topic should be retained.

Documentation for CE hours reported directly to CFP Board by a CE sponsor does not need to be retained by the CFP® certificant. 

Questions and Answers
The following are answers to questions frequently asked about CFP Board's continuing education (CE) requirement:

Q: 1. What is the CE requirement?
A: CFP® certificants must report 30 hours of CE each reporting period. This period is the same as the certification period, a two-year period ending with the last day of the certificant's renewal month. A newly-certified CFP® certificants' initial CE requirement is prorated for the period from initial certification to the end of the initial certification period. Credit must be earned from programs that cover the financial planning topics the Subject Topics Accepted for CE Credit. Two of the 30 hours must be earned from a pre-approved CFP Board Code of Ethics and/or Practice Standards program. The other 28 hours may be earned in one or more of the accepted topics. 

Q: 2. What can I do to earn 30 hours of credit?
A: Credit can be earned in many ways including seminars, classes, Web casts, online or other self-study courses, in-house training programs, meetings, tapes, teaching and authoring publications. A list of CE sponsors registered with CFP Board can be accessed online. This CE sponsor database can be searched in a variety of ways. You can obtain lists of CE sponsors by course type (classroom or self-study), city, state or sponsor name. 

If you would like a list of CE sponsors who offer the pre-approved programs on CFP Board's Code of Ethics and/or Practice Standards, please contact CFP Board via phone (800-487-1497), e-mail (renewal@CFPBoard.org) or fax (202-379-2299).

Q: 3. What programs are acceptable for credit?
A: College and university courses that relate to financial planning are accepted. In-house training and programs offered by nonprofit and commercial organizations are also accepted if they have been registered with CFP Board and/or meet the program requirements listed below:

· Programs must address subject topics listed in the Subject Topics Accepted for CE Credit.

· Programs must contribute to increasing the professional competency of participants.

· Programs are developed and conducted by persons qualified in the subject matter and in instructional design.

· Programs must be current and correct in program content.

· Programs should be at least 50 minutes in length.

· CE sponsors should provide documentation to the CFP® certificant. 

A list of CE sponsors registered with CFP Board can be accessed online. The CE sponsors who offer pre-approved programs on CFP Board's Code of Ethics and/or Practice Standards can also be found on the Web site. 
Q: 4. What is not accepted for CE credit?
A: CE credit will not be accepted in the following situations: informal discussion groups and programs in which the subject content pertains to public accounting, computer hardware and software, marketing, practice management, sales, specific company or product presentations, or any other topic not included in CFP Board's list of accepted topics.

Q: 5. I am newly certified, when must I begin meeting the CE requirement?
A: The requirement is effective immediately upon certification. There is no grace period.

Q: 6. Does my reporting period end two years from my initial certification date?
A: No. The initial CE requirement for newly certified CFP® certificants is prorated as of the date of certification through the end of the CE reporting period. The CE reporting period is the same as the certification period which ends the last day of your birth month in an odd or even year, depending on your birth date. For example, if you are certified 10/1/04 and you have an August, odd-year birth date, your certification period and your CE reporting period will be 10/1/04 - 8/31/05 (11 months). Your CE requirement is prorated for 13 hours, which includes the two-hour Code of Ethics and/or Practice Standards CE requirement, for that 11-month period. The initial CE requirement can be found by logging in to your online account.

Q: 7. When do I submit my CE hours?
A: CE hours can be reported by CE sponsors or reported on CFP Board's Web site by a CFP® certificant at any time during the reporting period. If you receive a renewal reminder from CFP Board that indicates your CE requirement is not yet complete, please log in to your CFP Board account at www.CFP.net/login to view the CE hours reported for you and report any additional hours you have completed that have not been reported for you. Any programs not registered with CFP Board that are completed on or after January 1, 2006, must be reported online with a nonrefundable $20 processing fee per program to cover the cost of review. Non-registered programs completed before January 1, 2006, may be reported with no charge.

Q: 8. Do I need to fax or e-mail my certificates of completion?
A: No. Please do not send in your certificates of completion to CFP Board, except when requested. Documentation for self-reported CE hours should be kept on file for two years after the end of your reporting period. If we have questions or if your CE hours are audited, we will contact you for this documentation.

Q: 9. If I earn more than 30 hours during a reporting period, can I carry any excess hours over to the next reporting period?
A: No. Hours in excess of the 30 hours required for the reporting period may not be carried over to subsequent reporting periods.

Q: 10. I am already required to earn CE for a professional license. Can these credits be counted?
A: If the CE program has been registered with CFP Board, it will be accepted for CE credit. Courses taken to maintain state or federal licensing in closely related fields (e.g., accounting, insurance, securities and law) that are not registered with CFP Board may be reported to CFP Board online with a nonrefundable $20 processing fee and will be accepted for CE credit if the courses relate to the subject topics listed in Appendix A and meet the CE requirements listed in Q&A #3.

Q: 11. Can I earn CE credits by obtaining professional licenses or designations in a closely related field?
A: Passing the exam(s) for earning certain professional licenses and designations is accepted by CFP Board for CE hours. Generate a list of the licenses/designations that CFP Board accepts for CE hours by visiting www.CFP.net/sponsors and using the search term "Designations and Licenses." CFP® certificants may go online to report completion of examinations for these licenses and designations by using the CE sponsor name "Designations and Licenses" and selecting the appropriate designation or license from the list.

Q: 12. How is the number of credits determined for a program?
A: One CE hour (credit) equals one hour of class time (50 minutes). Credit for self-study programs is determined as the sponsor's recommended number of study hours. Check with the sponsor or with CFP Board for the number of credits accepted.

Credit for teaching is accepted on the first presentation only per CE reporting period on the basis of two CE credits for each hour of class presentation time up to a maximum of 50 percent of the reporting period requirement.

Credit for authorship of a publication may be given, up to a maximum of 50 percent of the requirement, provided that the publication is first submitted to and approved by CFP Board.

Q: 13. If I teach a course in a CFP Board-Registered Program, can I count that teaching as CE?
A: Yes. You may count up to one-half of your CE requirement per CE reporting period (i.e., every two years) for teaching a course in a CFP Board-Registered Program. You may count teaching the same course in successive reporting periods. Courses taught in a CFP Board-Registered Program do not count towards the two-hour Code of Ethics and/or Practice Standards requirement.

Q: 14. Are there any limits on the number of credits that can be earned by one program or type of program?
A: Yes. CE hours earned for teaching or authorship of a publication may not exceed 50 percent of the requirement during any reporting period. Otherwise, CE hours may be earned from any registered CE program or any non-registered CE program meeting CFP Board's CE requirements (provided that any non-registered programs completed on or after January 1, 2006, are reported online with a nonrefundable $20 processing fee per program).

Q: 15. Do I need a certain number of credits in each of the subject topics?
A: Two hours must be earned from a pre-approved program on CFP Board's Code of Ethics and/or Practice Standards. The remaining 28 hours may be earned from one or more of the topics listed in the Subject Topics Accepted for CE Credit. 

Q: 16. Where can I find a list of CE Programs or CE Sponsors?
A: Lists of CE sponsors registered with CFP Board and the programs they have registered with CFP Board can be generated on CFP Board's Web site at www.CFP.net/sponsors. Lists of CE sponsors can be selected by course type (classroom or self-study), city, state or sponsor name. All CE sponsors are required to electronically report CE hours directly to CFP Board for CFP® certificants who complete registered CE programs. Contact individual CE sponsors for information about the programs they have registered with CFP Board. 

http://www.cfp.net/certificants/sponsors.asp
A list of CE sponsors who offer the pre-approved programs on CFP Board's Code of Ethics and/or Practice Standards required for renewal of CFP® certification can also be generated on CFP Board's Web site at www.CFP.net/sponsors.

Reporting CFP CE Credits Using an Excel Template: For Registered Sponsors

https://www.cfp.net/Sponsor/DynamicPage.aspx?Site=sponsor&WebKey=efcbb18f-5d8b-4869-affc-12f7e0ed7741
Log in:  anne.haggett@cox.net
Passwd:  allied

Sponsor ID:  Peninsula Estate Planning Council;  #4714
Overview
These instructions have been written for reporting continuing education credits electronically to CFP Board using the provided Excel spreadsheet template. Using the template will eliminate much of the confusion associated with using comma-delimited formats. Please do not alter this template in any way as it may delay the processing, or make the report unusable. All formats mentioned in these instructions have been built into the template for ease of use.

The template consists of a header record and body. The header record allows CFP Board to validate the data correctly, and ensure that no data is duplicated or omitted. The header record must be completed in its entirety for proper processing. The body area is for the listing of individuals and the courses they have completed. Each course must be listed individually, even when reporting multiple courses for the same individual.

The completed template should be e-mailed as an attachment to cereport@CFPBoard.org.

· Download/Save the Excel Template
Instructions:

Save the template somewhere on your computer where you will remember where it is. Double click on the template icon to open it, or open Excel and click on File in the toolbar, and then Open. In the Open window, browse to the saved location of the template, highlight the template file, and click on the Open button in the lower right hand corner of the window. 
