
 
 
 
 
 
 
 
 

To:  Our Speakers and Presenters 

Subject: The Professional Development Hour (PDH) and 

  Continuing Education Unit (CEU) Process 

 

First of all, thank you very much for agreeing to make an educational presentation on behalf of 
APWA. 

In order to award Continuing Education Units (CEU’s) and Professional Development Hours 
(PDH’s) for our attendees, we need to prepare a request through APWA that requires certain 
basic information: 

1. Please fill out a speaker registration form right away.  This contains basic details 
such as your contact information, a brief summary of the presentation, and three 
(3) learning objectives (i.e. three things your audience will learn).  Along with the 
speaker registration form, also attach a brief bio of yourself.  That’s it! We need 
this information up front so we can advertise our event and tell attendees exactly 
what we are offering. 
 

2. Now, at least one month before your presentation, please submit a rough draft of 
your presentation.  It can be in the form of Power Point slides you’ve assembled, 
or a detailed outline of your talk.  We need this to determine the technical content 
of your discussion, in order to award PDH’s for Professional Engineers.  You do 
not have to submit the final, polished copy of your talk!  Even if your presentation 
is not technical enough to warrant a PDH, it should still qualify for a CEU.  It 
takes time to review and process through APWA, so we ask that you give us a 
minimum of one month to do so. 

 
If you have any questions, please ask.  We look forward to your presentation, and thank you 
again for all your efforts!  
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PDH/CEU PROCESS FOR ATTENDEES 

 

In order to earn a PDH and/or CEU for the education session you are attending, please: 

 

1. Sign in and out, and complete the evaluation form for your session.  This is our only 
record that you attended, should you require proof at a future time. 
 

2. When you turn in your evaluation form, you will be given a sticker to place on your 
CEU request form.  The sticker is your proof that you attended; you will not be 
receiving another certificate later! 

 
Please note that the sticker contains the name of the presentation, the date, and the 
number of PDH’s/CEU’s earned.  You do not have to send the form into APWA in 
order to receive credit.  The form with the sticker(s) attached is all you need. 
 
Thank you for attending, and for your support of APWA. 
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