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POLICY STATEMENT:


	RMPANA may sponsor seminars in collaboration with any district of the component. 





PROCEDURE:


	1. 	The RMPANA Educational Committee shall be available to assist with RMPANA /District co-sponsored seminars assuming at least 20% of the responsibilities and financial reimbursements.


	2. 	The RMPANA Component Education Committee will be responsible for the CE packet for seminars that accounts for 20% of the work.


		a. 	Review and approve the content of the Continuing Educational offering for PACU/Ambulatory relevance.


		b. 	Submit the continuing education packet to ASPAN for approval of contact hours if appropriate.


	3. 	The percentage of responsibilities/financial disbursements to the district shall be defined in writing during development of the seminar.  Any number of categories below may be selected up to 80%:


			20%	- Site including meals and equipment


			20%	- Determining the agenda, speakers, etc.


			20%	- CE Packet (usually RMPANA’s responsibility)


			10%	- Registration of participants


			10%	- Brochures/flyers


			10%	- Mailings/labels


			 5%	- Packets with handouts from speakers


			 5%	- Vendors


	4.	The profits will be divided according to the percentage of work 


		provided by RMPANA and the district.  


	5. 	The receipts for expenses incurred by the district shall be submitted to the RMPANA treasurer for reimbursement, if appropriate.


	6. 	The RMPANA treasurer in cooperation with the district treasurer or representative will be responsible for logging receipts for the workshop, the payment of bills, and receiving and dispersing of profits to the district





FORMS:  ASPAN Education Approval Manuel


	  Biographical Data Form


	  Attendance Record


	  An evaluation form


	  Expense reimbursement/extended funding form
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