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CAPRA Training Program

Hosting Process

Requirements:

· The fee to host the CAPRA Training is $800 plus $25 per registrant requesting CEUs, payable to NRPA
· If a Registration Fee is assessed by the host organization, the fee may not exceed $65 per person
· Revenue from registration fees goes to the host organization (if applicable)
NRPA Responsibilities:

· Schedule instructor and cover instructor expenses (cancelation fees incurred due to the cancelling of a training by the host are the responsibility of the host)
· Provide template of marketing materials for host organization use

· List training on CAPRA website

· Provide training materials via NRPA website
· Manage CEU process (0.3 CEUs will be offered to registered participants)
· Follow up with prospective visitors and agencies to assist with the application process
Host Organization Responsibilities:

· Identify and secure a date, time and location for the training (training to be scheduled for no less than 3.25 hours)

· Communicate with NRPA Accreditation Manager to ensure training instructor and materials are available

· Market the training

· Manage registration process

· Send NRPA number of registrants at least 14 days prior to training.

· Provide necessary A/V equipment (computer with PowerPoint, LCD projector and screen)

· Ensure CEU paperwork is provided to NRPA within 48 hours of conclusion of training

· Submit host fee and per registrant CEU payment to NRPA within 30 days of training
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