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Checklist of Documentation for Providership Programs
Activity Checklist

The following must be completed prior to the CME activity.

 FORMCHECKBOX 
  COMPLETED CME APPICATION

 FORMCHECKBOX 
  PROGRAM AGENDA/BROCHURE (including breaks, lunch, etc.-can be draft)

 FORMCHECKBOX 
  DISCLOSURE CONFLICT OF INTEREST FORM(S) - Activity Medical Director, Co-Director, Admin Coordinator, all planning committee members. Also if confirmed: speakers/presenters/moderators, etc.  
 FORMCHECKBOX 
  RESOLUTION OF CONFLICT OF INTEREST (COI) - Individual(s) who have identified any financial relationships on their COI disclosure form must have their potential COI resolved prior to the activity.  

Upon approval of accreditation, the following items MUST be submitted to OCME:

 FORMCHECKBOX 

BROCHURE/MARKETING MATERIAL - All marketing material (save-the-date, brochure/invitation, website, e-mail, etc) must be reviewed and approved by the OCME office prior to printing/posting.  Please refer to the “Required Elements for Brochures” document for required information (provided with your approval letter)
 FORMCHECKBOX 
  DISCLOSURE FORM - Confirmed speakers/presenters/moderators, etc. required to complete a   disclosure form prior to the activity. 

 FORMCHECKBOX 
  RESOLUTION OF CONFLICT OF INTEREST (COI) - Individual(s) who have identified any financial relationships on their CME disclosure form must have their potential COI resolved prior to the activity by the activity Medical Director.  

 FORMCHECKBOX 
  SYLLABUS/CME INFORMATION - A syllabus and/or other means of communicating CME information to learners must be created prior to each activity.  Please refer to the “Requirement Elements for Syllabi” document.  The syllabus/CME information document must be emailed to your CME Coordinator for review and approval prior to printing.  
· NOTE: All participants must be provided with a copy of the syllabus/CME information document prior to the start of the activity.

 FORMCHECKBOX 
  Commercial Support Agreement(s) – If applicable
Post-Activity Documentation Checklist

The following must be submitted to UMass Chan OCME after the CME activity in order to issue certificates.

 FORMCHECKBOX 
  ELECTRONIC SPREADSHEET (Excel) - depicting attendees full name, degree, email address, credit to be awarded (type of certificate and credit hours).  A spreadsheet template is available by contacting OCME.  Must be submitted to your OCME Coordinator as soon as possible following the activity to issue certificates.
 FORMCHECKBOX 
  PROOF OF DISCLOSURE TO AUDIENCE - either in handout OR as disclosure(s) slide in slide set

 FORMCHECKBOX 
  FINAL MARKETING MATERIALS
 FORMCHECKBOX 
 Brochure/Invitation –final printed product

 FORMCHECKBOX 
 Syllabus –copy of the final printed product with all slides, handouts, etc.

 FORMCHECKBOX 
  EVALUATION SUMMARY - Evaluations must be summarized.  Non-summarized evaluation will be sent back to compile results.  
· If other methods were utilized to assess the learners in addition to the evaluation form, please provide this data as well.  For example, audience response system data, patient feedback, focus group, etc.
 FORMCHECKBOX 
  COMMERCIAL SUPPORT DOCUMENTATION

 FORMCHECKBOX 
 Copy of Grant Checks required, if applicable

 FORMCHECKBOX 
 Copy of Exhibit Checks required, if applicable
 FORMCHECKBOX 
  FINAL INCOME / EXPENSE BUDGET RECONCILIATION with actual expenses and income listed.
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