Name & Credentials
Date
Dear _______,  
Congratulations on the endorsement of your continuing education documents for ___ contact hours through the Emory Nursing Professional Development Center.  Emory Nursing Professional Development Center (ENPDC) is accredited as a provider of continuing nursing education (CNE) by the American Nurses Credentialing Center's Commission on Accreditation. 
Your CNE activity identification number is 2021-      -ENPDC.
Title
Date of offering
Please use this exact title and number for any references to the activity.

To complete the necessary documentation for your CNE activity, please submit the following after the last scheduled presentation: attendance rosters (see below for details), evaluation summaries, and pre‑ and post-test summaries (if applicable). Submit all documentation to ENPDC by e-mail to diana.harmon@emory.edu or enpdc@emory.edu within 14 days of the final day of the activity. 
1.
The names of all RNs completing course requirements should be listed on the roster. LPNs and non‑nurses may also be listed but must be clearly identified as non-RNs. This list need not be typed but must be legible. Please handwrite participant names clearly next to their signature for entries that are difficult to read. Please make sure the most recent roster template is used. At the top of the roster please tally the number of nurses who attended. 
2.
Please note that partial credit awards are only valid if you provided a guideline for partial credit awards as part of your planning forms prior to the activity, and the participant meets those stated guidelines. Any partial credit awards should be so noted in the space provided on the roster. 
3.
Issue one completed copy of the approved Certificate of Completion to each person successfully completing all criteria for awarding contact hours. If requested, you may also issue a certificate to non-RNs attending the educational activity and wishing confirmation of attendance. As above, clearly differentiate non-RN participants on the roster.  If partial credit was authorized, this will be noted on the Certificate of Completion. 
4. Send a tallied copy of participant evaluations by email to diana.harmon@emory.edu. Include matched pre‑ and post-test scores or other evaluation criteria used as part of the activity. 

If you wish, you may repeat live educational activities, after the currently scheduled presentation for five years as long as there is no change to content, outcome expectations, time and/or audience. Enduring activities must be updated every three years. All activities should be reviewed periodically to assure consistency with current practice. Provide a copy of any faculty or content updates for the planning file within 14 days of the offering. 

Congratulations on your successful submission. We wish you the best with your educational endeavors for Emory Healthcare, Nell Hodgson Woodruff School of Nursing, and the Atlanta nursing community.

Thank you,

Diana Harmon
Resource Nurse Planner

Emory Nursing Professional Development Center

diana.harmon@emory.edu
