We recommend that you set up a promotional material template and utilize that for each course. The
skeleton will always be there, and then, for each unique course, you can plug in the details for the
various elements and required items.

For example, in your template, you can include a spot for the brand block. This will help ensure that

1. you won’t forget to include it and
2. you can simply insert the ASHA CEU amount and instructional level for each individual course.

XYZ Corporation Sample
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0.3 ASHA CEUs

Primary Promotional Materials
When submitting your course for registration to offer ASHA CEUs, you must upload all primary

promotional materials. All primary promotional materials must comply with ASHA Continuing
Education requirements.

A promotional piece is considered “primary” when it
e informs learners about the course and
e gives learners the immediate ability to sign up (links to registration, etc.).



Must have

Can have

Can’t have

] Course title
[l Course date and location

] Registration details
e how to sign up
e cost of course

1 Speaker disclosures—financial
and non-financial
L] If applicable:
¢ a content disclosure
statement
e an in-kind or financial
support statement

] Your ASHA Approved CE
Provider Brand Block

] Instructional level and number
of ASHA CEUs
e ideally is indicated in the
corresponding fields within
the Brand Block
e if not within the Brand
Block:
The instructional level and
number of ASHA CEUs must
appear (1) adjacent to the
Brand Block or (2) near the
course title or course
description on the
promotional material.

Learner outcomes

Satisfactory completion
information—how participant will
be eligible to have courses that
may be submitted for ASHA CEUs
and the corresponding deadlines

Time-ordered agenda and/or
course outline or structure

Partial credit information
Intended audience

Policies
e request for
accommodations
e refund
e complaint
e cancellation (by
participant or provider)

Instructor biography
If applicable: Describe your

processing fee to submit for ASHA
CEUs.

[ A statement indicating that
ASHA CEUs are

e pending or

e waiting on approval.

[ A statement indicating that
ASHA endorses the course or
content

[ Language that uses the term
continuing education units
(CEUs), generically speaking. The
participant must identify the type
of CEUs, credit, or hours.

For example: Rather than saying
“CEUs,” the participant would say
“ASHA CEUs.”

] Language that advertises “free
ASHA CEUs.” If the course is at no
cost, then it should be referred to
as “free course.”

[] Language that uses the
acronym “CEU” to mean
“course.”

For example: Avoid saying “New
CEUs.” Instead, say “New courses
for ASHA CEUs.”




. Disclosure Information

. Brand Block Guidance

. Learning Outcomes

. CEA Tutorial

. ASHA CEU Calculation Worksheet

1. Logging into the CE Provider Portal to submit your course

2. Tips for accessing the CE Provider Portal User Guide

3. Tips for uploading your primary promotional materials (page 7)



https://www.asha.org/ce/for-providers/admin/
https://www.asha.org/ce/for-providers/guidelines-for-advertising-promoting-or-announcing-courses-offered-for-asha-ceus/
https://apps.asha.org/eweb/ashalogin.aspx?site=ashacms&webcode=aulogin&endpoint=sso&returnurl=/eweb/startpage.aspx
https://apps.asha.org/eweb/ashalogin.aspx?site=ashacms&webcode=aulogin&endpoint=sso&returnurl=/eweb/startpage.aspx
https://www.asha.org/siteassets/uploadedfiles/ce-provider-portal-user-guide.pdf
https://www.asha.org/siteassets/uploadedfiles/ce-provider-portal-user-guide.pdf
https://www.asha.org/siteassets/uploadedfiles/ce-provider-portal-user-guide.pdf
https://www.asha.org/ce/for-providers/admin/7-most-effective-tools-for-implementing-requirement-3/
https://www.asha.org/siteassets/ce/brand-block-instructions.pdf
https://www.asha.org/ce/for-providers/learner-outcomes/
https://www.asha.org/ce/for-providers/admin/tutorial/
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.asha.org%2Fsiteassets%2Fuploadedfiles%2Fce-calculation-worksheets.xlsx&wdOrigin=BROWSELINK



