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CompTIA Continuing Education Activities Submittal Form


Submit your CompTIA Continuing Education Units (CEUs) at https://www.certmetrics.com/comptia/login.aspx
To complete this form:

1. Save a copy of this form to your desktop

2. Open this document from your desktop
3. Fill in your submission information  
4. Save the document

5. Submissions must be in a compress .zip file format. (max zip file size, 1 meg per submission)  The zip file should contain this form as well as any supporting submission documentation defined below. Upload .zip file to Candidate Database - Continuing Education\Continuing Education Activities page

All submission form information must be in English.


 Contact Information:
Note: this information must match your CompTIA Candidate record information identically. 
CareerID (COMP00xxxxxxxx)

First Name 


           Middle Name or Initial

Last Name (family name, surname)  Email address on record

Phone Number


 CEU Information:
1. Check the box next to the activity in which you are submitting CEUs for. 
2. Enter the number of CEUs you anticipate earning for this submission
3. Submit the appropriate documentation along with this submittal form. If you have not been provided a document detailing this requirement information please use the template provided at the end of this document.   Without the activity description, content outline, date of event, hours and proof of completion (when provided) we will be unable to validate your CEU activities and therefore you may not qualify to earn your requested CEUs.
Note: If the presentation content is confidential please remove the specific confidential content from the presentation and submit the modified version.

	
	Activity
	CEUs Earned
	Submission Documents

	 FORMCHECKBOX 

	External Certification (Non-CompTIA)
	
	Copy of Transcript or Certification that includes the date in which you were certified.

	 FORMCHECKBOX 

	External Certification (CompTIA)
	
	No submission Documents Required

	 FORMCHECKBOX 

	Training: CompTIA Certification CAQC-Approved
	
	Training Event Description (including)

· Date

· Number of Hours

Content Outline

Proof of Completion

	 FORMCHECKBOX 

	Training: Other IT Industry
	
	Training Event Description (including)

· Date

· Number of Hours

Content Outline

Proof of Completion

	 FORMCHECKBOX 

	College Course
	
	Copy of Transcript (including)

· Student Name

· Course Completion Date

· Grade

· Number of Credits Earned

Course Description

	 FORMCHECKBOX 

	American Council on Education (ACE) Accredited Courses

	
	Copy of ACE Transcript (including)

· Student Name

· Course Completion Date

· Grade

· Number of Credits Earned

Course Description

	 FORMCHECKBOX 

	Teaching: Teaching or Instructing
	
	Class Description (including)

· Date

· Number of Attendees

· Number of Hours 

· Content Outline

Copy of Teaching Materials

	 FORMCHECKBOX 

	Teaching: Teaching or Instructing Materials Creation
	
	Class Description (including)

· Date

· Number of Attendees

· Number of Hours 

· Content Outline

Copy of Teaching Material

	 FORMCHECKBOX 

	Presenting: Industry Presentation


	
	Presentation Description (including)

· Date 

· Number of Attendees

· Number of Hours 

· Content Outline

Copy of Presentation 

	 FORMCHECKBOX 

	Presenting: Industry Presentation Materials Creation 
	
	Presentation Description (including)

· Date 

· Number of Attendees

· Number of Hours 

· Content Outline

Copy of Presentation 

	 FORMCHECKBOX 

	Training: Event/Seminar/Workshop/Podcast/Webinar/Conference Attended
	
	Title of the Event/Seminar/Conference

Activity Description (including)

· Date 

· Hours

Content Outline

Proof of Completion

	 FORMCHECKBOX 

	Work Experience

	
	Submission on Employer Letterhead

· Name

· Job Title

· Duration in Job

· Brief Description of tasks

· Signature of Supervisor

	 FORMCHECKBOX 

	Publishing: Blog, Book, Article/White Paper
	
	Content Description (including)

· Date Published

Link or Copy of Published Work

	 FORMCHECKBOX 

	CompTIA Exam Development Workshop
	
	Signed form from workshop confirming successful completion

	 FORMCHECKBOX 

	Active IT Association Member
	
	Association name

Proof of Membership

Timeframe in which candidate is an active association member

	 FORMCHECKBOX 

	Participation on IT Related Board
	
	Board Name and Charter

Your Role and Participation on the Board

Time Period Served




CE Forms:
If you are submitting CEUs for one of the following activities and you either weren’t provided documentation or the documentation you received was not sufficient to meet your CEU requirements please fill out one of the associated forms below. Without the following information your CEU activity may not be approved.

Attendance: Training/Event/Seminar/Workshop/Podcast/Webinar/Conference
	Title:



	Description:



	Content Outline:



	Date Attended:

	Type of Event:

	Number of hours:


College Class – Requires Proof of Completion Document
	Title:



	Description:



	Content Outline:



	Date Complete:

	Number of Class/Training Hours Earned:

	Grade:
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