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Continuing Education Agenda Template 

Title of Event: 
	Time  

(e.g., 8:00-8:30)
	Activity/Topic
	Presenter
	Total time allotted

(e.g., 0.5 hrs)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Grand Total of hours requested for Conference/Meeting
	


See attached SAMPLE copy

SAMPLE AGENDA
	Time
	Activity/Topic
	Presenter
	Total time requested

	8:00-8:30am
	Registration
	None
	0


	8:30-9:30am
	Keynote speaker or
Speaker #1

Topic: OOOO
	Dr. Susan Smith
	1 hour

	9:30-9:45am 
	Break
	None
	0

	9:45-10:30
	Speaker #2
Topic: PPPPP
	Nancy Nurse RN BSN
	1.5 hours

	10:30-11:30
	Speaker #3
Topic: QQQQQ
	Hanna Helper MSW
	1 hour

	11:30-12:00
	Lunch
	0
	0

	12:00-1:00
	Speaker #4
Topic: RRRRR
	Dr. Jones
	1 hour

	1:00-2:00
	Panel Discussion
Topic: SSSSSS
	Dr. Smith
Nancy Nurse BSN

Hanna Helper MSW

Dr. Jones
	1 hour

	2:00-2:30
	Speaker #5
Topic: TTTTT
	Georgia Getwell RN MSN
	0.5 hours

	2:30-2:45
	Evaluation & Closing
	LHD staff
	0.25 hours

	
	
	
	

	
	
	
	

	
	
	
	

	Grand Total of hours requested for Conference/Meeting
	6.25 hours



