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Department of Psychiatry

University of Pennsylvania Health System

Documentation Checklist

Session Title: 












Session Date: 












Course Director: 












Contact Person: 











I   
The following materials are due in the Department of Psychiatry CE office no later than 2 weeks after the completion of each session 



 Syllabus or Handout materials


 Participant Sign-in/Attendance Sheets (ALL)

 Typed Participant List of Psychologists (names, addresses, academic degrees, last four digits of SSN, email address)


 Statistical Report


 Evaluations


 Needs Assessment Survey (only needed for series; one-time events do not need)

 CV of speaker (if presenter is not a PENN Faculty member)

II   
The following materials are due in the Department of Psychiatry CE office no later than 3 weeks PRIOR to the start of the overall series or program



 Application (to be signed by Psychiatry Administration Officer)

 Brochure/Program/Schedule (3 copies) for the entire program

 Marketing materials (3 copies) if applicable


 Declaration of Disclosure


 Form for Current Materials with References


 Curriculum Content documentation

