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Purpose: To establish Tennessee Chapter (Chapter) guidelines and limitations for monitoring the 
actual attendance of online sessions (Webinars) by program participants, where CPE 
credit is being requested, and ensure compliance with certification requirements of the 
National Association of State Boards of Accountancy (NASBA). 

Policy: Webinar attendance and participation will be monitored using the integrated tools 
provided by the Webinar service provider (e.g., GoToWebinar).  The Webinar service 
provider will automatically calculate the total length of time an attendee was in 
attendance for each session.  Polling questions will be utilized throughout the Webinar 
to ensure actual attendance.  A minimum of three (3) polling questions will be used for 
each hour of CPE credit.  A minimum of two (2) polling questions will be used for each 
half hour of CPE credit. 

In order to issue CPE credit for Webinars the program coordinator must ensure the 
participant meets the following criteria: 

• Was connected to the live webinar for at least 90 percent of the actual or 
scheduled duration of the webinar (whichever is less), and 

• Responds to at least two-thirds (66%) of all polling questions utilized during the 
webinar. 

If an attendee does not meet the 90 percent connection threshold, partial CPE credit 
may be issued, at the discretion of the CPE Coordinator.  Credit will be rounded down to 
the nearest 0.5 CPE credit based on 50 minutes equaling 1.0 CPE credit.  For example, a 
webinar is scheduled for 75 minutes (1.5 CPE credits) and last approximately 78 
minutes.  An attendee is connected for 60 minutes and responds to the required 
number of polling questions may be award 1.0 CPE credits by the CPE Coordinator. 

Procedure: Polling questions will be loaded prior to the start of each Webinar.  Polling questions will 
be presented to the attendees by the presenter or moderator randomly through the 
Webinar.  Attendees will be given no less than 60 seconds (1 minute) and no more than 
120 seconds (2 minutes) to respond to any polling question.  The minimum number of 
polling questions will be completed during the scheduled Webinar time. 
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Following the conclusion of the webinar, the Attendee Report will be downloaded from 
the webinar service provider in Excel format.  Formulas will be added to calculate the 
percent of actual attendance and poll response rate for each attendee.  Each attendee 
who requested CPE credit and met the participation criteria detailed above will be 
issued a CPE certificate consistent with existing Chapter policies and procedures.  An 
example report can be found in Attachment A.
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