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CPE hours are submitted online to DIR by each IRM.  This form may be useful in organizing your information for entry.  
Refer to the IRM Continuing Education Requirements for additional information.

	Name
	

	Organization
	


	Event Name 
	

	Dates
	
	to
	
	City/State
	

	Sponsor
	

	Event Type

(Type X beside choice)
	(
	Class
	(
	Briefing
	(
	Other
	
	Activity
Category
	(
	A: Attending

	
	(
	Conference
	(
	Online Event
	
	
	
	
	(
	B: Presenting

(max 25% of yearly total)

	Description

Needed only if type of subject is not discernable from event title. 
	

	Distribute hours among the 8 Knowledge Areas as appropriate and list any hours to be counted towards the one-time required topics.

	# of CPEs
	Knowledge Area 
	# of
CPEs 
	Specific One-Time Required Topics

	
	K1. Strategic Planning and Policy Issues
	
	R1. Strategic Planning

	
	K2. Managerial and Leadership Competencies
	
	R2. Communication of Technical Information

	
	K3. IT Performance Assessment
	
	R3. Measuring the Business Value of IT

	
	K4. Project/Program Management
	
	R4. Quality Assurance or Risk Management

	
	K5. Capital Planning, Investment, Contracting 
	
	R5. Contract Negotiation/Management

	
	K6. Cybersecurity/Information Assurance
	
	R6. IRM Role in Cybersecurity/Information Assurance

	
	K7. IT Controls
	
	R7. Business Continuity / Disaster Recovery

	
	K8. IT Topics and Trends
	
	R8. Training (Ensuring expertise of IT staff and appropriate skills for those who use technology)

	
	Total CPEs (contact hours) for this event
	
	Complete for any required topics not yet satisfied.


Tips:

· Contact Hour = hours of instruction [total time MINUS breaks, lunch (if no speaker), any non-instruction time.]

· 1 Contact Hour = 1 CPE.  Round to the nearest half hour

· Each IRM must earn a set number of hours per fiscal year that can be applied to the 8 Knowledge Areas. (Any distribution.)  Additionally, there are some specific ONE-TIME required topics in each are to completed within 2 years.

· A typical event is 6 or 6.5 hours per day / 3 hours per ½ day.  It may be more or less depending on times and activities. Example:  8:30-4:30, 15 minute AM and PM breaks, 1 hr lunch = 6.5 CPEs.  

· Enter a conference or multi-day event as ONE record.
No need to list each session. Estimate/calculate the total hours of instruction attended, consider the topics presented, and distribute hours among the knowledge areas as appropriate. If still accruing hours towards the required topics, indicate if any were included.
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