	ACTIVITY SUMMARY

	Activity Title
	

	Activity Date
	 
	Activity Number
	

	Activity Coordinator
	 

	Activity Director
	 

	Credit Type
	☐ AMA PRA Category 1 
	☐ Social Work
	☐ Pain Management
	☐ Ethics

	
	☐ MOC ______
	With other providers:   ☐ NP  ☐ AAPA  ☐ CNE

	Activity Format
	☐Choose an item.
	Choose an item.
	Choose an item.
	Choose an item.

	Location
	

	Additional Services
	☐ Text sign-in code   ☐ Registration   ☐ Email Blasts



	 
	TASKS
	TARGET DATE
	RESPONSIBLE PARTY

	CME APPLICATION

	☐	Send deadline application info to Coordinator
	
	CPD

	☐	Receive Application
	 
	EP

	☐	Approval
	
	CPD

	☐	Send ELW to Evaluator
	
	CPD

	☐	Receive ELW approval from Evaluator
	
	CPD

	☐	Send finalized ELW to coordinator
	
	CPD

	FINANCIALS

	☐	Send EP agreement to coordinator
	
	CPD

	☐	Receive signed EP agreement from coordinator
	
	EP

	☐	Send Financial agreement sent to Kaylinh 
	 
	CPD

	☐	Received EP Agreement from Fordis
	
	CPD

	☐	Send Invoice
	
	CPD

	GRANTS & EXHIBITORS

	☐	Receive Grant List
	
	EP

	☐	List all Grant app deadlines
	
	CPD

	☐	Submit all grants
	
	CPD

	☐	Complete grant reconciliation
	
	CPD

	☐	Receive list of exhibitors
	
	EP

	☐	Receive all Exhibitor agreement forms
	
	EP

	DISCLOSURES

	☐	Receive Faculty Contact List
	
	EP

	☐	Send out COIs
	 
	CPD

	☐	Check for COIs to be completed
	 
	CPD

	☐	Disclosure Review
	
	CPD

	☐	Download/Upload COIs
	
	CPD

	☐	Send Content Review Forms to AD/PC
	
	CPD

	☐	Receive all completed Content Review Forms
	
	EP

	PLANNING & MARKETING

	☐	Receive Promotional Material for approval
	 
	EP

	☐	Receive Agenda 
	
	EP

	☐	Calculate Credits
	
	CPD

	☐	Receive Draft Presentation slides
	 
	EP

	☐	Create Email Campaign in Constant Contact (if applicable)
	 
	CPD

	ETHOS

	☐	Build in ethos
	
	CPD

	☐	Change language for enrollment email confirmation in ethos
	
	CPD

	☐	Create Registration (if applicable)
	
	CPD

	☐	Receive MOC quiz questions (if applicable)
	
	EP

	☐	Send out MOC peer review form to PC (if applicable)
	
	CPD

	☐	Receive MOC peer review form
	
	EP

	PRE-CONFERENCE CHECK LIST & ONSITE MATERIAL

	☐	Create Disclosure Slide
	 
	CPD

	☐	Create CME Handout
	
	CPD

	☐	Send Attendance Sheets
	 
	CPD

	☐	Send Observer Monitoring Form
	 
	CPD

	☐	Send Disclosure Acknowledgement form (for activities that are 2+ hrs)
	 
	CPD

	POST ACTIVITY MATERIALS & POST CONFERENCE

	☐	Receive Disclosure Acknowledge Form
	 
	EP

	☐	Receive Observer Monitoring Form 
	
	EP

	☐	Complete CPD Monitoring Form
	 
	CPD

	☐	Receive Attendance List
	 
	EP

	☐	Receive all finalize presentation slides
	 
	EP

	☐	Check if all exhibitor agreements are collected
	 
	CPD

	☐	Send Evaluation/Credit Claim Email
	
	





Dear [user:profile-profile:field-first-name] [user:profile-profile:field-last-name],

Thank you for registering for “[node:title],” an educational activity developed by [site:name].
 
This course has been added to your Pending Activities list, which is available under Activities from your profile page : [site:url]/my/activities/pending

Please refer to the course for more details. [node:url]

We hope you will enjoy the course!

 
Thank you,

Division of Continuing Professional Development
Baylor College of Medicine
Updated: 07.2022
