Continuing Professional Education

TELECONFERENCE ATTENDANCE RECORD

This form is designed to track the participation of a group of individuals attending teleconference call together in a group setting. Required fields are indicated below (*). All required fields MUST be completed before CPE will be awarded. Submit this form via scan and email to cpdregistrar@bdo.com, or fax to Attn: CPD Registrar at 616-776-3690. In the fax or email header, be sure to enter the title of the teleconference in the Re: line. If you need more rows, print more copies. It is critical that you TYPE the correct name of this Learning Event and that you also provide TYPED Names and Email addresses of all of those who attended. If you cannot type the names and email addresses on this sheet in advance of the training, you may provide that information in a separate document attached with the copy containing signatures.
	*Learning Event Name:
	

	*Proctor Name:
	(See important footnote.)
	
	*Proctor CPA #:
	

	*Sponsor:
	
	
	*Group Location:
	

	*Instructor #1:
	
	
	*City, State:
	

	Instructor #2:
	
	
	*Date:
	

	Instructor #3:
	
	
	*Start Time:
	

	Instructor #4:
	
	
	*End Time:
	

	Instructor #5:
	
	
	*Maximum CPE:
	


Please sign in below

	
	Name (Typed)
	Signature
	Email (Typed)
	Time In
	Time Out

	1
	LASTNAME, FIRSTNAME
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	


BDO Center for Performance Development

Note on Proctoring: One individual must be named on this sheet as the “official” Proctor for the group session. The Proctor is responsible for validating the sign-in sheet and submitting it to CPD, thereby vouching for all of those who signed the sheet, and that they were in attendance for the full session and participated in any group discussions required. A CPA License number is required to complete the form. No CPE will be awarded until this information is included. For questions regarding the Proctor role, please contact cpdregistrar@bdo.com.
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