QUICK REFERENCE SECTION
For each CMTE course, submit to CBMT office: 
1. Promotional Materials: submit prior to release to the public.

2. $75 Fee: submit at least 14 days prior to course. Include late fee of $100 for a total of $175 if paid after the course begins.

3. CMTE Course Evaluation Summary Form: submit completed summary of MT-BC responses within 30 days of completion of course.

4. CMTE Participant Reporting Form: submit within 30 days of completion of course.
For each CMTE course, compile and file for audit: 
1. Presenters’ résumés or vitae
2. CMTE Course Description Form
3. CMTE Course Certificate
4. CMTE Course Evaluation Forms completed by participants. Do not submit these forms for audit unless requested by CBMT reviewers. 
5. CMTE Course Evaluation Summary Form completed by AP 
Within 30 days of revisions or changes, inform CBMT office of any of the following changes:

1. AP Continuing Education Director and/or AP’s contact information (see CBMT AP website page at www.cbmt.org for current name and contact information)

2. Mission Statement

3. Grievance Policies and Procedures

4. Criteria for selecting qualified instructors

5. CMTE Certificate Template
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