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                  “Getting Started-The CME Checklist”
             Chapters’ 2012 Procedures

Step 1: CME ACTIVITY PLANNING AND INFORMATION FORM

· At least 60 days prior to start of meeting

· Complete CME Activity Planning & Information Form (available at http://www.facs.org/about/chapters/cme.html)

· Submit Planning Form along with following attachments:

· Completed Planning Committee Disclosure forms (available at http://www.facs.org/about/chapters/cme.html)

· Planning minutes that illustrate how the meeting was put together, how topics were chosen, how speakers were selected, etc.
· Program schedule and timetable with topics, speakers, session times (breaks included)
Step 2: APPROVAL

· Wait for official final approval email before printing meeting materials

· Once approval email has been provided, please read the entire message and review each attachment

· Contact Suvina Sallan (ssallan@facs.org) with questions

Step 3: REQUIRED PRE-MEETING INFORMATION

· After approval has been received, send disclosure forms to speakers, moderators, chairs, discussants

· If any report a conflict of interest, a Management of Conflict of Interest form must be completed by a designated official
· After all Faculty Disclosure and Management forms have been received, complete the On-Site Disclosure List

· The On-Site Disclosure List can be printed either directly in the program book –OR—

· Inserted into the program book at the event, provided that the ACS Disclosure Policy paragraph is printed in the program book
· Submit all disclosure information (Disclosure forms, Management forms, and On-Site Disclosure List) to Suvina Sallan at least 5 business days prior to start of meeting
· Program book must be  approved by the ACS and must include the ACS Accreditation Statement

· AMA Credit Statement (only the current AMA credit statement can be used)

· On-Site Disclosure List –OR—ACS Disclosure Paragraph if On-Site Disclosure List will be inserted into the program book 

· Acknowledgement of educational grants (if applicable)

· Letters of Agreement (LOAs): Signed copies of all LOAs must be sent to the ACS prior to the start of the meeting

Step 4: REQUIRED POST-MEETING INFORMATION

· CME Attendance List: Must be emailed to Suvina Sallan (ssallan@facs.org) 30 days after the meeting in Excel template
· CME Attendance List must include the ACS member ID numbers
· CME certificates issued
· Post Activity Survey: Must be sent to learners 2-4 months after the program.  Results are reported as part of the Final Report Form

· Final Report Form: Must be express mailed to ACS 4 months after meeting. Required supplements include:

· Program Book

· Three samples of evaluations completed by learners

· Three samples of post-activity surveys completed by learners
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