Initial Pa perwork for CME Approval *due ASAP, no later than one month prior

- Completed Disclosure & Verification form from each planner *must be submitted prior to the

beginning of any planning
- After planner disclosure & verification forms have been submitted:
o CME Application
o Schedule with dates, times (starting and ending times) and titles for CME
presentations

Paperwork to be returned to the CME Office prior to the conference/symposium
Due ASAP

Completed

Completed

- CME Fees Estimate
- Sign and return the CME Fees Estimate acknowledging agreement

- Advertising sample
- Including the CME Accreditation Statement and Disclosure Statement

- Letter of Commercial Support-Grant Agreement (if applicable)
- Contact CME office if your activity will be receiving commercial support/grant funding

- Exhibitor Agreement (if applicable)
- Contact the CME office if there will be exhibits/exhibitors at your activity

Due two weeks prior

- Individual lecture objectives from each speaker/presenter

- Disclosure & Verification forms from each speaker/presenter

Due one week prior

- Peer Review Form (if applicable)
- This form only needs to be completed if a speaker has a conflict of interest

- Speaker’s Presentation (if applicable)
- A speaker will need to submit his/her presentation for review if there is a conflict of interest

Required paperwork for the day of the conference/symposium
- Disclosure to Attendees (there are multiple ways to disclose to the attendees)

- Disclosure to Attendees Form (provided by the CME Office)
o Display at the sign-in/check-in table, posted on website, or provided in an email
- Verbal Disclosure — each speaker verbally discloses conflicts of interest to the audience before their
individual presentations (an attestation will need to be provided to CME Office)
- Disclosure on first slide of PowerPoint presentation or at the beginning of a virtual platform (i.e., Zoom)
**Djsclosure must be provided even if there is nothing to disclose**

Completed

- Attendance Record (there are multiple ways to track attendance)
- Sign-in sheet (CME Office can provide a sample upon request)
- Check-list of attendees
- Badge scanner, Zoom chat, etc.

- Evaluation Forms — to be distributed to the attendees

Post conference/symposium paperwork
- Completed Attendance Records / List of Attendees

- include first & last name, degree (MD, DO, etc.), email address & hours attended. License # is
optional.

Completed

- Measurement of Change/ Evaluation Form — as indicated on the CME Application




CME Paperwork — Explanation of Forms
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