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	Application for Accreditation of Continuing
CPO Education
                          
[bookmark: Check19][bookmark: Check20]    |_| Original Request                   |_| Appeal



	Sponsoring Organization:

	1.   Name:       

	     Street Address:      

	     City, State, Zip       

	Telephone:
	     
	Fax:
	     

	Email:       

	2. Title of education activity or course name: 

	

	3. Date(s) and location(s):
	     

	4.  Application submitted by:
 |_| Sponsor:                                                          
SPONSOR/PRESENTER OBLIGATIONS: Sponsor acknowledges and agrees to comply with all rules and regulations included as part of this application.
Presenter name:      
Presenter signature:      	
Title:         
Date:        

	  
   OR

	
|_| Certified Procurement Officer: 
CPO OBLIGATIONS: CPO acknowledges and agrees 
to comply with all rules and regulations as part of this application.
CPO signature:      
Agency name/number:  
Telephone:   
 Email:  
 Date:  


	5.  REQUIRED ATTACHMENTS to this application:
a. Course description (brochure, course outline or course description).
b. Table of contents with timeline –- agenda must be included.
c. Presenter name(s) and credentials (if not in brochure description).
   d.     Copy of training materials in PowerPoint, PDF, or Word with Learner Outcomes and Training Summary.
Total minutes of instruction, not including breaks, meals or introductions: 

	STATE ACCREDITATION OFFICE NOTICE OF DECISION
(To be completed by OMES Procurement Training and returned to applicant.)
· All materials submitted for review and approval, must be submitted in one request.
· Application must be submitted with all required supporting documentation at least 10 working days prior to course start date.
The following action has been taken on this application:
|_|    Approved for          CEU credits.
|_|    Including          Ethics credits.
|_|    DENIED***   Reference: 
*** If class is denied because of content, may be submitted one additional time for reconsideration.
Date:                                 CEU Staff: 
|_|    Appeal approved by OMES State Purchasing Director.
|_|    Appeal denied by OMES State Purchasing Director.



Office of Management and Enterprise Services
Central Purchasing 
Continuing Certified Procurement Education Requirements

1. The training course will be conducted and completed as advertised.            
2. The course objective must include the following: 
 a.   Topics related to the principles of state procurement practices as illustrated in both the Oklahoma Central Purchasing Act and the Oklahoma Central Purchasing Division Administrative Rules. 
 b.   Basic contracting processes for purchasing goods and services. 
 c.   Provisions of 3001 et seq. of Title 74 relating to the State Use Committee. 
 d.   Any other matters related to state procurement practices. Ethics training shall be designated clearly on the agenda before course credit can be given.  

3.  Attendance of each course: Attendee shall be documented with the use of a sign-in sheet by completing the sheet at the beginning of each course session (morning, afternoon, evening, etc.).  

4.  Applicant is responsible for the following relating to course management:

a.  Original attendance sheets shall be sent, preferably by email (see information below), to OMES Procurement Training within five days after course completion with a signature of the requesting applicant for this continuing education course verifying accuracy of attendance. The course applicant will retain a copy of course attendance for two years after course completion.

b.  Distribution and collection of all presenter evaluation forms. Completed evaluation forms of each presenter will be distributed to both the presenter and to OMES Procurement Training from the approved applicant within five business days after course completion. Future educational course credits will be determined based on evaluation(s) received.


THE SPONSOR/PRESENTER SIGNATURE ACKNOWLEDGES THAT FAILURE TO ADHERE TO THIS AGREEMENT IS GROUNDS FOR DISAPPROVAL OF THE ACTIVITY.

Guidelines for Calculating Credit 

1. In all events, an instructional hour will contain at least 50 minutes, not including coffee or session breaks. Meal breaks will not be counted for credit unless associated with a prior approved single educational opportunity. 
2. Partial credits will not be awarded.
3. The hours of credit merely reflect a maximum that may be earned through attendance. Only actual attendance of the entire program by a CPO earns credit.
4.    CPOs are responsible for acquiring 24 credits in a 24-month period. Your 24-month recertification period begins Jan. 1 of the year following the year you certified. Individuals will not repeat a course for credit in a 24-month period. Credits may be obtained in the following areas:
a. Breakfast, lunch or dinner meetings with a live presenter who presents for the minimum 50-minute period – no limit in a 24-month period.
b. Half, full and multi-day seminars with live presenters – no limit in a 24-month period.
c. Live webinars with audience interaction – no limit in a 24-month period.
d. Learning programs with mandatory audience interaction (e.g., NIGP multi-week online courses) – no limit in a 24-month period.
e. Audio or video-recorded presentations – maximum not to exceed eight hours in a 24-month period.
(Verification must be possible.)
f. ERP Software (PeopleSoft, SAP, etc.) – maximum not to exceed six hours in a 24-month period.



COMPLETED FORMS, CORRESPONDENCE AND ATTENDANCE REPORTS SHOULD BE DIRECTED TO:  
procurement.training@omes.ok.gov. 

Appeals should be directed to: State Purchasing Director at dan.sivard@omes.ok.gov 
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