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The purpose of this procedure is to provide instructions on auditing approved Continuing Education (CE) courses.  At a minimum, 3-8% of all approved CE courses, all active providers and instructors are reviewed, once every [insert timeframe] pursuant to NAIC guidelines. Audits consist of classroom, webinar, self-study, and desk, though no more than [insert percentage] of such audits shall be desk audits. 	Comment by Richard Tozer: Virginia audits 5% of courses.	Comment by Riggs, James: FL audits appx. 15 courses per month. Field office investigators complete the audits and this number changes on our current staffing levels.	Comment by Richard Tozer: Virginia:

Courses are approved for a period of two years.

Courses are eligible for one 2-year renewal and must be renewed by the last day of the month they were originally approved.

After the renewal period, courses will need to go through the original approval process.

Course approvals will follow the NAIC           guidelines.	Comment by Riggs, James: FL courses are perpetually active as long as the provider is actively using the course (with a couple of exceptions). Our thresholds are related to limits on how many times a month/year a course and course providers can be audited. 	Comment by Richard Tozer: Virginia is 25%.	Comment by Riggs, James: FL does not have requirements on number of classroom/webinar/self-study audits conducted each month.

The following steps are performed:

· Obtain detailed information on course location for auditor.
· Make sure class is still scheduled 24 hours prior to the date of course offering. 
· Pull course outline and all supporting documentation from system.
· Email authorization letter, course outline and all supporting documentation to the auditor 24 hours before the class is to begin.
· Auditor to complete prescribed audit form.
· Receive the audit paperwork back from the auditor.
· Send follow up notices as necessary.
· Forward requested documentation to [insert state], as necessary.	Comment by Richard Tozer: Virginia uses a third-party administrator.	Comment by Riggs, James: FL investigators choose their own audits from an updated list to fit their schedule, and have access to all course materials and outlines.

Once the audit is complete, the auditor will return the materials to [insert state] within ?? days of the audit.	Comment by Richard Tozer: Virginia uses a third-party administrator.	Comment by Riggs, James: FL has a designated audit coordinator who reviews, processes, issues letters of guidance and refers some cases to legal when necessary.	Comment by Richard Tozer: Virginia 5 days.	Comment by Riggs, James: FL We do not have an established time frame for this step, but we encourage auditors to submit findings ASAP.

The prescribed audit form is reviewed for any discrepancies or comments.



	TASK				ACTIVITY

Initiate audit:
1. Obtain a list of available course offerings in [insert state].

2. Email auditors the list of course offerings in [insert state].

3. Once auditor provides the list of course they would like to audit and compare to the completed audits file to make sure the same provider is not audited twice. 

Note:  This will begin the audit process.

Pull Documents:
1. Pull copies of course information, outlines, and course schedule for courses being offered.

2. Contact the provider (via telephone anonymously, for the most part) to find exact locations and dates of courses, ONLY if the provider has not entered the information in the system.

Note:  Courses must be in [insert state].  Audits cannot be performed in other states.  Occasionally, an additional audit may be requested directly from the state.

Review Documents:
1. Review documents pulled to be sure all copies are clear prior to forwarding to the auditor(s).

2. Add the provider to the established Completed Audits file.  

3. Confirm the course start and end time with the Auditor and verify that the Auditor will conduct the audit for the entire duration of the course.

4. Forward necessary documents along with copies of the prescribed audit form to the appropriate auditor.

Receive Audits:
1. Upon receipt of completed audits, review the prescribed audit form(s) to ensure that they are complete.  If not, contact the auditor and advise; follow up as necessary.

Review Audits
For Deficiencies:	Note:  All notifications must be emailed to providers within five (5) days of receiving the audit reports.  Review the prescribed audit form(s) as follows:

1. If there are no issues, email the provider a completed course audit letter stating that an audit was conducted and there were no violations.

2.  Discrepancies:

a. A discrepancy notice should be sent for any “No” responses on the audit form.

b. If the provider did not conduct an accurate attendance verification, an explanation must be provided.

c. If the number of credits taught is less than the number of credits approved, an explanation must be provided.

d. Compare outlines and supply the provider with a detailed breakdown of differences.

e. If a licensee who did not sit for an entire class is given credit, an explanation must be provided.

3. If no response is received from the provider within ?? business days, then a follow up letter must be sent to the provider.  The letter is to be sent via certified mail and include a copy of the initial notice.	Comment by Richard Tozer: Virginia 10 days.	Comment by Riggs, James: 30 days 

5.  If no response is received to letter after ?? business days, forward all materials to the [insert appropriate person] for follow up.	Comment by Richard Tozer: Virginia 10 days.	Comment by Riggs, James: FL NA audit coordinator is already in control of the audit at this point.	Comment by Richard Tozer: Virginia uses a third-party administrator.

6. [insert state or third-party administrator] will also audit the number of licensees received on banked rosters from the audited course.  The auditor indicates the number of attendees on the audit form.

a. [insert state or third-party administrator] must check to ensure that this was the number of licensees submitted on the roster.

b. If there is a discrepancy, send a notice to the provider questioning this finding.

c. If no response is received to the notice after ?? business days, forward all material to the [insert appropriate person] for follow up.	Comment by Richard Tozer: Virginia 10 days.	Comment by Riggs, James: If no response is received after the second 30day period we will close the course and do not have to go to legal to do this. 	Comment by Richard Tozer: Virginia uses a third-party administrator.	Comment by Riggs, James: FL NA action has already been taken and course has been closed.

Note:  If questions arise from the audit, forward documents to [insert appropriate person] for clarification.	Comment by Richard Tozer: Virginia uses a third-party administrator.	Comment by Riggs, James: FL if action is needed beyond what the audit coordinator is allowed to do, we make a referral to our Legal dept.

7. [insert state or third-party administrator] will track receipt of the banked rosters from the audited course(s) to ensure that the provider is following through on submission.  

Note: The provider must submit the course completion roster to [insert state or third-party administrator] within ?? days of completion. 	Comment by Richard Tozer: Virginia 10 days.	Comment by Riggs, James: FL 21 days

Follow Up:
1. Receive class roster(s) from the provider to confirm information provided by the auditor.

2. Verify roster count and report any deficiencies to the [insert appropriate person]. 	Comment by Richard Tozer: Virginia uses a third-party administrator.	Comment by Riggs, James: FL audit coordinator reviews this data and is not referred elsewhere. 


To process Desk Audits of already held courses:

1. Generate a list of already banked courses within a certain time frame.

2. Email provider audit letter asking for the sign in sheet used along with the instructor’s full name and instructor number.

3. Compare the list of banked students in system against the sign in sheet from the provider to make sure the same students who signed in were the same students who received credit along with the number of students and verifying the license number of each student.

4. Confirm the instructor is approved and for the course authority the course is approved for.

       Note: Instructors do not have to be approved for a Single-Session course.

5. If no discrepancy, email the provider our completed course audit letter stating the audit is complete and there are no violations.

6. If there are violations list the violations in the audit letter and wait for the provider to respond in ?? days with the corrections.	Comment by Richard Tozer: Virginia 10 days.	Comment by Riggs, James: FL 30 days

7. Enter complete audit information on Desk Audit list.



For Self-Study/Online Audits:

1. Obtain a list of approved self-study/Online courses within a certain time frame.

2. Email provider our audit letter asking for a user id, password, exam, and answer key to complete an audit of their self-study/online course.

3. Complete the course as a student answering the online course audit questionnaire form throughout the course until you have completed the course with a passing grade. 

4. If there are no violations, email the provider our completed course audit letter stating that an online audit was completed and there were no violations.

5. If there are violations (all responses must be YES) list the violations in the audit letter and wait for the provider to respond in ?? days with the corrections.	Comment by Richard Tozer: Virginia 10 days.	Comment by Riggs, James: FL 30 days

6. Audit the course again when the provider has confirmed violations have been corrected. You may have to reach out to the provider again for a new user id and password. 

7. Track completed audit information. 
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