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Staff Development

140.1   Overview.

The Office of Audit (OA) is responsible for complying with the Government Audit Standard (GAS).  The general standard regarding competence requires that the staff assigned to perform the audit or attestation engagement should collectively possess adequate professional competence for the tasks required.  To meet this standard, the OA training program addresses the following areas:  

· Identification of training by position. 

· Delineation of auditor responsibilities by position.

· Training classes offered by outside vendors.

· Continuing Professional Education (CPE) seminars by business units.

· On-site outside vendor training presentations.

· In-house training presentations.

· Self-study courses.

· Encouragement to obtain professional certifications.

· Details.

140.2   Identification of Training by Position.
 The OA required training for auditors, by position, is outlined below:

· All employees must complete annual Unauthorized Access (UNAX) training.

· New employees must complete the following training:

· Orientation.

· Ethics training available via the Treasury Inspector General for Tax Administration (TIGTA) website.

· On-the-Job Training (OJT).

· Elementary Aspects of Internal Auditing.  The employee is encouraged to complete the course within 6 months but must complete the course within 
1 year.

· Introductory Auditor Training.  The employee should request this class within 6 months of beginning OA employment.  The vendor requires 4 weeks’ notice to register individuals and will not provide any refunds for cancellation within 
2 weeks of the class.  Therefore, every effort should be made to ensure the new employee is available to attend the training class as scheduled.

· For new employees with 2 or more years of auditing experience, the audit manager may waive 2 classes:  Elementary Aspects of Internal Auditing and Introductory Auditor Training.  In addition, the OJT requirement also may be modified as appropriate.

· Coop Student.

· Orientation.

· OJT.

· No other training is required.

· New Managers should take a leadership class within 6 months of becoming a manager.  In some cases, a GS-13 also may be selected to take this training.

· New Directors should take an executive development class within 6 months of assuming a directorship.

· New Assistant Inspectors General for Audit (AIGA) should participate in the Treasury Executive Institute Leadership Program within 6 months of becoming an AIGA.  This program is also open to selected GS-15s.

UNAX Training

On August 5, 1997, the President signed, the Taxpayer Browsing Protection Act.  This Act amended the Internal Revenue Code of 1986 in an effort to deter the unauthorized inspection of taxpayer returns or tax return information.  Each year, TIGTA employees must complete a UNAX refresher course.

Orientation

Each new employee, including new coop students, must complete a TIGTA orientation session.  This training is provided by the TIGTA’s human capital function.  This orientation provides the new employee with basic information related to pay, leave, and other employment benefits.

On-the-Job Training

OJT is designed to assist new employees by providing guidance and experiences necessary to achieve satisfactory performance.  OJT materials, forms, and narrative guides are available on-line through the TIGTA OA web page.  The OJT package, which includes an Administrative Guide, a Coach’s Guide, and a Student Orientation Guide, covers the following topics:

· Orientation to the TIGTA, OA, and Internal Revenue Service (IRS).

· Auditing standards and the audit process.

· Administrative procedures.

Each new employee should be assigned immediately to an audit in order to learn and master the OA’s audit techniques.  OJT allows the new auditor to learn auditing skills under the guidance of an experienced auditor and, at the same time, to contribute to the OA’s overall success.

Elementary Aspects of Internal Auditing

This is a correspondence course from the United States Department of Agriculture’s (USDA) Graduate School.  The course uses the textbook Sawyer’s Internal Auditing and consists of 13 lessons and a final timed exam.  The final exam is mailed to the employee’s coach, who acts a proctor while the employee takes the examination.

Introductory Auditor Training

This 2-week course consolidates and reviews the basic concepts needed to perform effective audits in the Federal audit environment.  Topics include interviewing, audit evidence, work paper preparation, GAS, audit planning, and statistical sampling.

Leadership Classes

The Office of Personnel Management (OPM) offers a variety of leadership classes to assist Federal employees develop the characteristics and competencies essential to successful performance in a management position.  These are intensive classes with a substantial amount of interaction with other students and extensive pre-course work.  Employees are required to stay at the OPM-designated hotel and have meals in the OPM private dining room.  The tuition/registration fee, which includes meals and lodging, must be paid in advance and is non-refundable.  Therefore, every effort should be made to ensure that the employee is available to attend his or her registered class.

Executive Development Classes

The OPM offers an executive development seminar:  Leading Change.  This seminar is designed to provide individuals with the skills needed to move to higher management positions.  This is a highly interactive class.  Employees are required to stay at the OPM-designated hotel and have meals in the OPM private dining room.  The tuition/registration fee, which includes meals and lodging, must be paid in advance and is non-refundable.  Therefore, every effort should be made to ensure that the employee is available to attend his or her registered class.

Treasury Executive Institute Leadership Program

This program is designed to provide executives with the opportunity to share directly in achieving a Treasury-wide approach to leadership.  The program consists of two 
1-week residential sessions separated by approximately 3 months.  Pre-course work is required.  Employees are required to stay at the OPM-designated hotel and have meals in the OPM private dining room.  The tuition/registration fee, which includes meals and lodging, must be paid in advance and is non-refundable.  Therefore, every effort should be made to ensure that the employee is available to attend his or her registered class.

140.3   Delineation of Auditor Responsibilities by Position.
The Deputy Inspector General for Audit (DIGA) is responsible for:

· Establishing a training program.

· Allocating sufficient funds to the training program. 

· Ensuring compliance with the training program.

The Office of Management and Policy (OMP) is responsible for:

· Processing properly approved training requests (SF-182s).

· Registering/enrolling employees for training classes.

· Contracting with outside vendors to provide training:

· At a business unit CPE seminar.

· On-site at a TIGTA location.

· Issuing acknowledgement of receipt of SF-182.

· Issuing confirmation letter, upon vendor verification of enrollment.

· Ensuring vendors are paid.

· Providing guidance regarding training issues. 

· Quarterly providing reports on the status of training funds.

· Quarterly providing reports on each employee’s fulfillment of CPE requirements.

· Coordinating with personnel in the Bureau of the Public Debt’s (BPD) acquisition function to ensure compliance with procurement regulations.

· Maintaining documentation to support training expenditures.

Each AIGA is responsible for:

· Identifying and developing educational activities, where appropriate, that fulfill the CPE needs of all employees.

· Assuring CPE educational materials are available to maintain or improve employees’ existing skills.

· Determining allowable CPE hours for in-house training programs.  Refer to Section 140.11 for further details.

· Determining the appropriate CPE type (i.e., government or other) for in-house training programs.  Refer to Section 140.11 for further details.

· Approving/rejecting any request for exemption from specific CPE requirements.  Acceptable reasons cited in the General Accounting Office’s (GAO) Interpretation of Continuing Education and Training Requirements include foreign residency, ill health, maternity leave, or military service.

· Forwarding approved requests for exception from specific CPE requirements to the DIGA and OA Training Coordinator.

· Forwarding approved SF-182s to the training mailbox:  *TIGTA Audit SF-182.

· Submitting SF-182s to obtain training presentations from outside vendors for the business unit’s CPE.

Each Director and Audit Manager is responsible for:

· Assuring employees fulfill the mandatory CPE requirements.

· Ensuring employees are aware of their responsibilities regarding CPE.

· Assessing whether the training activity satisfies the definition of a qualifying activity for which CPE may be earned.  Refer to Section 140.11 for further details.

· Identifying and developing CPE educational activities for all employees as local needs dictate.

· Documenting waivers from the required training for new employees and submitting the waivers to the training mailbox:  *TIGTA Audit SF-182.

· Approving/rejecting SF-182s.

· Ensuring the SF-182 indicates the appropriate CPE hours to be earned and type (i.e., government or other).  Refer to Section 140.11 for further details.

· Determining the appropriate classes for the individual auditor to satisfy the 24-hour type “G” CPE requirement.

· Forwarding approved SF-182s through the chain of command.

· Ensuring employees correctly report the CPE hours and CPE type on their monthly time reports and that they are properly reflected in the Inspector General Audit Management Information System (IGAMIS).

· Selecting appropriate individuals to serve as coaches for new employees.

· Approving training plan/schedule for new employees and monitoring accomplishment of plan.

· When the new employee successfully passes the correspondence course, Elementary Aspects of Internal Auditing, submitting the OJT Certification of Completion Form to the Training Coordinator.

· Submitting employee’s evaluation of training classes to the training mailbox: 
*TIGTA Audit SF-182.

· Notifying the Training Coordinator when a Coop student is converted to an auditor (GS-511).

· Providing employees with a list of training classes as reflected on the IGAMIS, upon employee’s request.

Each Auditor is responsible for:

· Meeting the established CPE requirements.

· Submitting training requests (SF-182) to his or her supervisor.

· SF-182 is available in Word, under File/New/Audit Forms/SF-182.dot.

· SF-182 is required for any training class, which requires the expenditure of funds, whether the funds are for tuition, registration, books, or travel.  However, in instances where there is no charge for tuition/registration and the only expenditure of funds is for local travel that does not exceed $100, an SF-182 is not required.  In all cases, the employee must obtain their manager’s approval to attend the class.

· Instructions for completing the SF-182 are available in Word, under File/New/Audit Forms/SF-182 Instructions.dot.

· Satisfactorily completing training classes.  Refer to Chapter 600 Section 70.19.13 for procedures when the training class is not satisfactorily completed.

· Maintaining sufficient documentation of CPE hours earned.  Acceptable documentation includes evidence of completion from the training program sponsor (i.e., certificate of completion or record of grade received for a college course), course outline (along with evidence of attendance), or a copy of an article or published book read on a self-study basis.  Where appropriate, documentation supporting CPE credits earned should clearly identify the sponsoring organization, name of the instructor, dates and location where the training was provided, description of the program’s contents/topics covered and the number of CPE credits earned.  A copy of the employee’s monthly time report can be used to document the date(s) and CPE credits earned if the above information does not include that information.  Documentation should be maintained for a period of five years after the fiscal year in which the CPE was earned.

· Correctly reporting CPE hours and CPE type on his or her monthly time reports.

· Submitting evaluations of training classes to his or her supervisor within 5 days of completion of training.

· Providing the supervisor with an explanation when not fulfilling CPE requirements and submitting plans to eliminate any deficiencies.

· When selected, performing coaching duties for new employees.  Coaching duties include, but are not limited to:

· Assisting the new employee prepare and submit an SF-182 for the USDA correspondence course Elementary Aspects of Internal Auditing and the Inspector General Audit Training Institute course Introductory Auditor Training.

· Submitting all OJT forms to the Training Coordinator.

· Developing training plan/schedule in conjunction with the new employee.

· Monitoring the new employee’s progress.

· Providing administrative and operational guidance.

· Identifying and requesting job experiences that may be needed to achieve personal career goals.

· If professional designations are held, meeting CPE requirements to maintain certification.

140.4   Training Classes Offered by Outside Vendors.
A list of training vendors is available on the TIGTA website under OA, Training.  While this list includes our frequently used vendors, it is not all-inclusive.  Each employee is responsible for fulfilling his or her annual CPE requirements and identifying useful training classes.  To attend a training class offered by an outside vendor, the employee must submit an SF-182 through the appropriate approval chain.  The SF-182 form and related instructions are available in Word, under File/New/Audit Forms/SF-182.dot and SF-182 Instructions.dot.

140.5   CPE Seminars by Business Units.
The AIGA may develop a CPE seminar to fulfill the training needs for all employees within the business unit.  The CPE seminars vary in length and content.  Each CPE seminar is tailored to the training needs of the employees and the IRS functional areas audited by the business unit.  

To obtain the training services at a business unit CPE seminar the following items must be submitted:

· An approved SF-182.

· A narrative justification for the specific class.

· A sole source justification for the specific vendor.

· A statement of work that identified the subject matter/topics to be covered; time, date(s) and location(s) of the class; number of students (if an exact number cannot be provided a range is acceptable); detailed description of the items to be provided by the vendor (i.e., books, audiovisual equipment, records of attendance etc.) detailed description of items to be provided by TIGTA (i.e., classroom, audiovisual equipment etc.) 

· A vendor’s quote.  The vendor’s quote must include all costs associated with the presentation (materials, books, travel, etc.).  

· A roster listing all employees who will attend.

· Dates of the vendor’s presentation at the CPE seminar.

· Location of the CPE seminar.

· Address of vendor, including telephone and fax numbers.

See Section 140.7 for CPE documentation requirements.

140.6   On-Site Outside Vendor Training Presentations.

Many vendors will provide their training at a TIGTA location.  To obtain, a specific training class at a TIGTA site, an approved SF-182 must be submitted to the OA Training mailbox.  The SF-182 must include:

· Cost of class, which includes all expenses associated with the on-site class (materials, books, travel, etc.). 

· A statement of work that identifies the subject matter/topics to be covered; time, date(s) and location(s) of the class; number of students (if an exact number cannot be provided a range is acceptable); detailed description of the items to be provided by the vendor (i.e., books, audiovisual equipment, records of attendance etc.) detailed description of items to be provided by TIGTA (i.e., classroom, audiovisual equipment etc.) 

·  A narrative justification for the on-site class.

· A sole source justification for the specific vendor.

· A roster listing all employees who will attend.

· Address for the on-site class.

· Dates of the on-site class.

· Directions from the nearest airport to the TIGTA site.

· TIGTA contact name for on-site location.

· If applicable, the specific instructor desired by the TIGTA,

· If applicable, minor modifications from the standard class may be made.

· Only minor modifications are allowable.

· Minor modifications would include using TIGTA-specific examples to illustrate a concept being taught.

· The TIGTA contact person would be responsible for supplying the TIGTA specific examples to the Training Coordinator. 

The Training Coordinator will contact the vendor, or BPD Procurement Personnel, as appropriate, to arrange for the on-site class.  Granting the contractors access to the TIGTA site, especially an IRS campus, may require coordination with IRS security personnel.  Obtaining space for training courses requires coordination with the appropriate IRS Employee Development Specialist.  

See Section 140.7 for CPE documentation requirements.

140.7   In-House Training Presentations.
In-house training presentations may occur at several locations across the country or only at specific posts of duty.  TIGTA employees prepare and give these presentations.  Examples of in-house training presentations include Teammate and report writing.  The applicable AIGA is responsible for determining the appropriate amount and type of CPE hours for in-house training presentations.  The amount of and type of CPE hours should be communicated to the employees attending the in-house training presentation.

For in-house training programs, including Business Unit CPE Seminars, documentation of completed training must be maintained.  This documentation includes:  an agenda or outline of the training program that shows the learning objectives of the program, topics covered, name of the instructor, location and date(s) of the training program; records of attendance/completion; and the number of CPE credits earned.  Since these programs will generally span multiple audit teams within a Business Unit, decisions regarding the maintenance of these records will be at the discretion of the respective AIGA’s.

140.8   Self-Study Courses.
Self-study courses are available from the Department of the Treasury via Skillsoft.  Employees must obtain their supervisor’s approval prior to enrolling in a class.  Since these classes do not require the expenditure of funds, no SF-182 is needed.  

To access Skillsoft, go to the Treasury Intranet web site by typing: “http://learning.treas.gov.”  Typing this web site address will lead the employee to the  “e-learning services & support” page, which is where employees can create a profile, register for a course, etc..  First-time users must create their profile.  The website is user-friendly and leads the employee through the registration process.  Once a user’s profile is input, the employee will be notified via e-mail if establishment of the profile was successful.  Further, Skillsoft will notify the employee’s supervisor once registration for a particular course is complete; however, the employee must obtain his/her supervisor’s approval in advance of registering for a course.

The initial screen for each class indicates the appropriate number of CPE hours.  

140.9   Encouragement to Obtain Professional Certifications.
The Inspector General Act requires an emphasis on detecting and deterring fraud, waste, and abuse in government programs.  Professional certifications appropriate for this emphasis include the Certified Public Accountant (CPA), the Certified Fraud Examiner (CFE), the Certified Internal Auditor (CIA), the Certified Information Systems Auditor (CISA), Certified Government Auditing Professional (CGAP), and Certified Government Financial Manager.  These certifications and others may help employees achieve and demonstrate additional competencies in specialized areas related to organizational audit activities.  Employees are encouraged to participate in these certification programs to expand their professional skills.  

Employees may receive up to $500 for the cost of review courses.  Individuals desiring courses with higher costs will be required to pay the difference.  No payment will be made for the examination fee, lodging, food, or travel to the examination site.  Upon achieving the certification, the individual is responsible for all costs associated with maintaining the certificate, including any CPE requirements.

In order to ensure that both the employee and the OA receive full benefit from OA-funded review courses, employees are required to complete the review course and take the related examination within 12 months of either receiving the course materials for self-study courses, or beginning classroom-based review courses.  If these criteria are not met, the employee will be required to reimburse the OA for funds provided for the review course and related materials.   Please refer to Chapter 600-70.19.13.1 for guidelines on reimbursements.

The 12-month completion period may be extended due to extenuating circumstances Extenuating circumstances are:  (1) illness (medical documentation required), (2) personal emergency (self or immediate family member), (3) work related emergency or hardship.  In these cases a written request must be provided to the employee’s manager before the end of the 12-month period.  This request should briefly outline the circumstances that require the extension and the revised completion date.  The request must be approved by the employee’s Audit Manager and Director.  A copy of the approved extension request must then be provided to both the employee and the OA Training Coordinator.

Use of individual employee workstations and official duty time for study purposes is authorized.  Employees must obtain their supervisor’s approval before using official duty time to study for a professional certification.  Study time may be taken throughout the entire review period or concentrated in the weeks immediately preceding the examination.  In order to ensure timely completion of audit assignments, the supervisor may limit the duty hours per week or day that may be used to study.  Study time should be reported using the appropriate training code with no CPE hours.  For example, the monthly time sheet may indicate 200xSO3, CFE Review, 2 duty hours, 0 CPE hours.  

Employees are limited to a total of 80 hours within a 12-month period and 80 hours per professional examination.  Example:  In 2003, Jane spent 10 duty hours, each month from January through August, studying for the CFE.  She may not use additional duty hours to study for the CFE and may not use additional duty hours in 2003 or 2004 to study for other professional certifications.  

Employees may be granted administration leave for the day(s) of the professional examination.  Administrative leave may not be granted for the days proceeding or subsequent to the professional examination.

After receiving evidence that the employee sat for the examination, CPE hours may be approved by the supervisor.  CPE hours will be shown on the monthly time sheet using the appropriate training code with zero duty hours and the appropriate amount of CPE hours.  Refer to the chart in Section 140.11.  For example, the time sheet could show 200xSO3, CFE Review, 0 duty hours, 50 CPE hours, type O.

140.10   Details.
Details provide a variety of opportunities and assignments that develop and enhance an auditor’s professional, managerial, and technical competencies with the OA staff.  Details are for varying lengths of time.  Details may be between posts of duty within a business unit, among the business units, or between the OA and other organizations.  Details are approved based on the value added to the organization.  Consideration is given to the employee’s career goals, experience level, and developmental needs.

Details between the OA and other organizations will be announced and volunteers will be solicited.  The AIGAs and Directors are responsible for coordinating employee details between posts of duty within a business unit and among the business units. 

140.11   CPE Requirements.

The GAS and the GAO’s Interpretation of Continuing Education and Training Requirements require auditors responsible for planning, directing, conducting, or reporting on government audits to complete:

· At least 80 hours of CPE within a 2-year reporting period.  The OA’s reporting period ends on September 30 of even-numbered fiscal years.

· At least 20 hours of CPE within each year.  

· At least 24 of the 80 hours should be in subjects directly related to the government environment, government auditing, or the specific environment in which the audited entity operates.  The TIGTA designates this as type “G” training.

CPE hours earned in excess of the minimums may not be carried over to the next 
2-year reporting period.

CPE requirements are prorated for individuals hired within the 2-year reporting period.

· Individuals employed less than 1 year of the 2-year reporting period are not required to obtain a minimum amount of CPE.

· Individuals employed more than 1 year but less than the full 2-year reporting period are required to obtain 20 CPE hours in the second year.

COOP students are not subject to the CPE requirements until converted to the GS-511 series.  

Employees who do not satisfy the CPE requirements within the 2-year reporting period must fulfill the CPE deficiency within the 2 months immediately following the end of the 2-year reporting period.  If the CPE requirements are not fulfilled within this time period, the employee should not participate in audit work.  CPE hours completed to fulfill a prior 2-year reporting period deficiency shall not be counted toward the CPE requirements of the current 2-year reporting period.  

The following topics qualify as type “G” training:  


Government Environment  (Type “G”)

Subjects and topics directly related to the government environment may include government accounting principles, budgeting, procurement and contracting in government, legislative policies and procedures, effects of current economic conditions on government operations, relevant laws and regulations, and government program and service performance measurement and reporting.

Government Auditing (Type “G”)

Subjects and topics directly related to the government auditing may include government auditing standards and the American Institute of Certified Public Accountants’ statements of auditing standards for fieldwork and reporting.  Other topics include special government audit requirements established by law or regulation, such as the Single Audit Act of 1984.

Specific Environment (Type “G”)

Subjects and topics directly related to a specific or unique environment may include relevant accounting principles; economics, operating, or regulatory developments in the specialized area in which the audited entity operates; and relevant laws and regulations.

Topics which do not fall into the government environment, government auditing, or the specific environment in which the IRS operates should be reported as type “O” training.  

Activities That Qualify for CPE Hours 

Qualifying activities are structured educational activities designed to maintain or enhance the auditor’s knowledge and skills.  Qualifying activities include:

· Outside vendor classes.

· Professional seminars or conferences.

· IRS classes.

· Self-study, correspondence, or on-line classes.

· In-house classes provided by the TIGTA. 

· Serving as an instructor.

· College or University Courses.

Other activities may qualify for CPE hours.  The employee’s supervisor should evaluate the activity and determine if the activity is consistent with the objectives of the OA training program and the GAS guidance.  The supervisor may contact the OA Training Coordinator for guidance.

Subjects and Topics That Qualify for CPE Hours

· Audit methodology.

· Accounting.

· Assessment of Internal Controls.

· Principles of Management or Supervision.

· Financial Management.

· Statistical Sampling.

· Evaluation Design.

· Data Analysis.

· Subjects related to the auditor’s field of work.

· Public Administration.

· Public Policy and Structure.

· Industrial Engineering.

· Economics.

· Social Sciences.

· Computer Science.

Topics That Do Not Qualify for CPE Hours

· On-the-Job Training.

· Programs restricted to the administrative functions of the TIGTA.

· Informal discussions of current events in the audit/evaluation profession.

· Programs not designed to maintain/enhance auditor’s professional proficiency.

· Resume Writing.

· Retirement Planning.

· Personal Investments.

· Money Management.

· Parent-Child Relations.

· Refresher courses.

· Conducting external quality control reviews.

· Business sessions at professional organizational conferences.

· Participation as a member of a committee of a professional organization.

· Preparation and presentation time for repeating a presentation.

Determining CPE Hours 

The first source of determining the amount of CPE hours is the vendor.  Most vendors identify the appropriate amount of CPE hours.  Continuing Educational Units (CEUs) should be converted to CPE hours.  To convert CEUs to CPE hours, multiply the CEUs by 10.  For example, a class with 1.2 CEUs would convert to 12 CPE hours.  

If the vendor does not indicate the appropriate amount of CPE hours, it may be calculated as follows:  1 CPE hour per 50 minutes of instruction time.  Instruction time does not include breaks or lunch.  Divide the total instruction time for the class by 50 to obtain the raw CPE number.  Round the CPE hours down to the nearest whole number.  

Example of CPE calculation:

Class begins at 8:00 am

15-minute break in morning

60-minute lunch break

10-minute afternoon stretch break 

15-minute late afternoon break

Class ends at 4:30

Total instruction time:  410/50 = 8.2

CPE earned:  8 hours.

The following chart provides information for self-study and college/university courses:

	Course
	CPE per Part
	Max CPE

	Elementary Aspects of Internal Auditing
	N/A
	35 hours

	CPA Review
	35
	140

	CIA Review
	25
	100

	CGAP Review
	
	40

	CISA Review
	
	40

	CFE Review
	
	50

	
	Per Semester Hour
	Per Quarter Hour

	College/University Courses
	15
	10


CPE hours for self-study review courses are granted upon satisfactorily sitting for the examination.  CPE hours for college and university courses are granted upon satisfactory completion of the course.

Instructors receive 1 CPE hour for each 50 minutes of presentation time.  In addition, the instructor may earn CPE hours for preparation time.  For each 50 minutes of presentation time, up to 2 CPE hours may be granted for preparation time for the initial presentation.  Preparation time for subsequent class presentations may not earn CPE hours unless the course content has substantially changed.  No more than 40 CPE hours can be claimed for course preparation during a 2-year rating period.  For example, Jane used 40 duty hours to prepare a report writing presentation.  The actual presentation qualified for 7 CPE hours.  Jane earned 7 CPE hours for the presentation and 14 CPE hours for the preparation time.

One CPE hour is granted for each hour devoted to writing articles, books, or course materials in the year they are published.  However, CPE hours for published writings should not exceed 20 hours for any 2-year rating period.  Having an article published in more than one source does not qualify for additional hours.
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