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The following format must be used to develop a request and returned to the Continuing Education Committee (CEC) of the president of the Texas District of the Lutheran Church - Missouri Synod prior to the proposed continuing education event.  After review of the application and the completion of any follow up matters, the Committee may grant the TX-CEU.  An application may be received and submitted electronically on a disk or through an email attachment.  An application should contain the title at the top of this page, date when completed, and the headings designated in the format below.

Format

1. Title and Purpose of the Program – If the event being planned is part of a regular program (for example, a yearly conference or workshop), then give the title and a description of the programs purpose.  Otherwise, begin with number 2.  

2. Title, Date, and Location of the Event - Compose a descriptive title for this event.  The title should be descriptive of the material to be covered and of the learning needs to be addressed.  The date and location should be included at this point.

3. Goals/Objectives - List what learning is to be accomplished by this event.

4. Content Outline - Provide an outline of what the event will present to the learners.

5. Length of the Event - Indicate the number of contact hours for the event.  You may attach a proposed schedule.

6. Intended Audience - Describe the persons for whom this event is intended.

7. Appropriateness of the Event - Relate the ways in which this Event is relevant to the learning needs of the audience.

8. Presenter - Provide the name and qualifications of the presenter.  If there are more than one, provide data for all.  You may attach vitae.

9. Evaluation - Attach a copy of the form you will be using to evaluate the Event.  Evaluation must include three areas: the facilities and equipment, the presenter and presentation methodology, and the learner and the application to the learner's life.

10. Group Name and Contact Person 

· The individuals who make up the group requesting TX-CEU and who represent the presenters and/or learners involved in the event being planned should have a name. 

· The name should indicate their proper capacity as a planning group, and individual titles should indicate the personal offices within the planning group.  

· The person presenting the application for TX-CEU will be considered the contact person for the planning group.  

· This person should include name, address, phone (day/night), fax, email, or any other particulars that will help the CEC to make contacts regarding the application.  

· The contact person’s position or office within the planning group would be appreciated.

Initial Comments

A. Each TX-CEU requires 10 contact hours or their equivalent and may be awarded in decimal fractions.  Contact hours between 50 and 60 minutes must receive CEC approval.

B. If further clarification of the above format is required, please contact the CEC or its representative.

C. The application should be submitted two months or more before the Event.  The further ahead the request is submitted, the more time the CEC has to evaluate the application for TX-CEU certification.

D. When the application is approved, the CEC will direct the planning group of the Event on how credit will be awarded.

E. An example from a recent event is attached for help in clarifying these guidelines.  The application does not have to complex or long.  The CEC seeks precision and clarity of purpose and goals for the learner.

Thank you for your cooperation and interest.  May God bless your efforts!
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