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CFMA Headquarters provides a four-color, generic brochure/announcement and registration form in a PDF format at no charge to chapters offering CFMA educational programs. This file can be e-mailed, posted on your Web site, and/or printed and distributed to your members and other groups who may want to attend this session. Most chapters opt to use the CFMA-provided promotional materials.

However, if your chapter is planning to create its own promotional materials for a CFMA course, and you want the CPE certificates 
issued by CFMA, there are certain requirements mandated by the 
National Association of State Boards of Accountancy (NASBA) 
that must be strictly adhered to so that CPAs and CCFPs attending 
the course will receive the proper CPE credit.

NASBA requires the following items (shown in bold) on all promotional materials for events that provide CPE credits to attendees:

· Chapter Name
· Course Title 

· Course Date
· Tuition or registration fee 
For members and nonmembers

· Program Content
Use the major headings from the “Course Outline” sent to you by Headquarters. 

· Learning Objectives
These can be found on the generic PDF brochure/announcement sent to you 
from HQ. 
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Delivery Method
For chapter-presented CFMA courses, this is always “a group-live presentation.”

                                                                                                              Continued...
· Program Level
This can be found on the generic PDF brochure/announcement sent to you 
from HQ.

· Prerequisites
This can be found on the generic PDF brochure/announcement sent to you 
from HQ.

· Advance Preparation 
Normally for CFMA courses, ”No advance preparation is required.” However, some courses may have some requirements or recommendations. See the generic PDF brochure/announcement for placement and exact wording.

· Earn [X] CPE credits in the [Field Name] field. 
This can be found on the generic PDF announcement sent to you 
from HQ.

· How to Register
See the generic PDF brochure/announcement for placement and suggested wording.

· Policies for Refund, Complaint, and Program Cancellation
The following exact wording must be used. “For more information regarding refund, complaint, and program cancellation policies, please contact 
[insert name of a chapter representative] at xxx.xxx.xxxx. For information regarding CFMA’s refund, complaint, and program cancellation policies, please contact education@cfma.org.”

· CFMA’s Registration with NASBA 
The following exact wording must be used:
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	CFMA is registered with the National Association of State Boards of Accountancy (NASBA), as a sponsor of continuing professional education on the National Registry of CPE Sponsors.  State Boards of Accountancy have the final authority on the acceptance of individual courses for CPE credit.  Complaints regarding sponsors may be addressed to the National Registry of CPE Sponsors, <<150 Fourth Avenue North, Suite 700>, <Nashville>, <TN> <37219-2417>>.  Web site: www.nasba.org.  For information regarding administrative policies such as complaints and refunds, please contact Nancy Lambertson at 609-452-8000 or e-mail education@cfma.org. 


You may cut and paste this graphic and statement to use in your materials. In addition, you may download this entire memo from CFMA’s Web site using the following link: http://www.cfma.org/Public/membership/chapters/leadersource.asp.
If you have any questions regarding these requirements, consult NASBA’s statement at http://www.nasba.org/nasbafiles.nsf/Lookup/RegistryApplication/$file/applicationweb.pdf (or contact Nancy Lambertson, Director, Educational Services, at CFMA Headquarters, 609-452-8000 x224, or e-mail nlambertson@cfma.org.)

Failure to adhere to these requirements could result in 
CPE credits being denied in the event an attendee is audited. 
CFMA HQ assumes no liability for promotional materials it does not create.
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