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Joint-Providership CME Planning CHECKLIST 

PAPERWORK MUST BE SUBMITTED 60 DAYS PRIOR TO MARKETING DISTRIBUTION SCHEDULES IF ACCREDITATION STATEMENTS ARE TO BE INCLUDED 
CME Activity Name:

Type of CME Activity: 
Live, Virtual Course or Enduring Material

Date(s) of Activity:

Prior to the CME Activity:

____ 1.
Submit the following completed documents at least 60 days prior to the activity: 
· CEME’s Activity Form

· Gap Analysis Form / Needs Assessment
· Detailed Timed Agenda

· List of planning members and speakers with credentials

· Evidence of planning (emails, meeting minutes, etc.)

· Signed disclosure forms from all planning members & speakers

· Description of each presentation with objectives
· List of all commercial supporters with contact email - indicate whether support is monetary or “in-kind” support (in-kind support is defined as durable equipment, facilities / space, disposable supplies, animal or human parts for tissue, etc.)
· Within 30 days of the event, power point presentation must be sent to CEME for review / approval.  
· Please note:  use of product logos and / or product trade names of an ACCME defined commercial interest may not be used in a presentation / power point slides 
ACCME defines a commercial interest as any entity producing, marketing, selling, re-selling, or distributing health care products or services consumed by, or used on, patients.

____ 2.
Notify CEME of any changes made to program including changes in agenda, speakers, etc.
____ 3.
Speaker letters are sent to all presenters in advance of activity (sample letter is provided). Please note there are required paragraphs re: disclosure, content validation, and learning objectives.  Please include CEME’s Disclosure form and Policy on Full Disclosure. (Please note that all planning committee members must also complete Disclosure forms and read CEME’s Policy on Full Disclosure)
____ 4.
Submit draft of brochure and all other promotional materials to CEME for review and approval prior to printing.  CEME must be acknowledged as a sponsor of the activity with the correct CME statement.  Other items that must be included on brochure: CME accreditation statement, learning objectives, faculty/instructor information (including CEME’s Disclosure statement), target audience, program fee, requirements for CME credit, when participants will receive CME certificates, if commercially supported, acknowledgement of financial support.

____ 5.
If commercially funded or in-kind support provided, a Letter of Agreement must be initiated between the commercial provider and CEME.  Funds from Commercial Support (i.e. pharmaceutical grants, etc.) must be made payable to CEME as the accredited provider. The use of commercial support must comply with  ACCME’s Standards of Commercial Support.  A final budget must be submitted noting how funds were used.
____ 6. 
If activity is promoted on a website, please notify CEME when ready for review and approve.  **For Enduring Materials:  Activities are approved for a three year period.  If reaccredited after 3 years, the content must be reviewed and a formal letter submitted to CEME stating the date of the review, by whom and no changes have been made to the content.  If there are content changes a new activity form is required.  Review dates must be posted on the “landing page” or initial viewing screen.

ACCME requires specific information be transmitted to learners prior to the start of the CME activity: 
· CME Accreditation Statement

· Purpose or Educational Objectives

· Disclosure/Financial Relationship Information for each faculty and significant other.
· Names of Commercial Supporter(s), if applicable

· Principal Faculty and their credentials

FOR CME enduring activities, in addition to the above requirements

· Medium or combination of media used

· Method of physician participation in the learning process

· Target Audience

· Estimated time to complete the educational activity (same as number of designated credit hours)

· Dates of original release and most recent review or update; and

· Termination date (date after which enduring material is no longer certified for credit)

· Contact Information

· Copyright, Disclaimer, & Privacy Notices
____ 7.
No advertising or commercial interest can occupy the educational activity space or be visible on enduring materials.  
____ 8.
Submit handout/syllabus materials and example of how disclosure information will be communicated to learners.  Disclosure may be made via a slide prior to start of activity or via handout to attendees.
____ 9.
Submit draft of evaluation form to CEME office to be reviewed and approved in advance of printing.  Please use measurable action verbs (i.e. identify, explain, describe, recite, demonstrate. Do not use words like understand, know, learn).  Form should address: 

· quality of each individual speaker presentation

· overall evaluation of program

· assess learning of each objective

· a question asking if presentations were free of commercial bias, and if any speakers discussed off-label uses of medications or medical devices.  

· A question whether participant learned something new that will increase knowledge or competence. 

·  A question whether the participant plans to change his/her medical practice behavior in a manner that improves patient care.
**Examples of required evaluation questions are available from CEME**

____ 10.
CEME will provide a physician and non-physician certificate of participation for your activity.
Post Activity: submit the following documents electronically (ceme@ceme.org) or by mail within 30 days of the activity.  FINAL LIST OF ATTENDEES SHOULD BE SUBMITTED WITHIN THREE WEEKS USING THE CEME SPREADSHEET
CEME reserves the right to deny CME credit to an activity at any stage of the program planning and implementation process.  CEME may withdraw accreditation if post activity paperwork is not submitted.
____ 1.
One copy of all handout materials (including course syllabus or those additional resources provided by presenters).  
____ 2.
Sign-in sheets or list of scanned attendees
____ 3.
Electronic version of FINAL attendee registration list via an Excel spreadsheet with the information below for each attendee (Submit within 30 days post live activity.

Attendee lists for enduring activities are due on a quarterly basis) 


Course date


Email address



First name 


Last name

Title / Suffix (MD, DO, PA, RN etc . . .use only these abbreviations)


____ 4.
One of the each marketing material (program brochures, flyers, save the date, email marketing) if applicable
____ 5.
A final income and expense report

____ 6.
A summary of the evaluations (including all comments).  Evaluation summaries for enduring activities are due quarterly with the attendee list.
____ 7.
List of exhibitors and sponsors
If you have any questions about these requirements, please contact CEME at 

ceme@ceme.org 

or

1-800-651-CEME (2363)
_1281954023.bin

