Why Tools for Chapters Were Developed

As an ACCME-accredited provider ATS must maintain a CME file for each activity for at least six years. Your file at ATS must document: 

· A  planning process linking identified learning needs with desired results 
· Measurable  learning objectives focusing on learning gaps within attendees scope of practice
· Evaluation of the CME activity’s success in attaining the objectives stated with emphasis on improvement in knowledge, competence, performance in practice or improved patient outcomes
· Measures taken to assure scientific or commercial bias did not color the activity
· A retrievable record of physicians awarded CME credit(s) for each event

ATS collects needed information for your file including (but not limited to)
· notes from consultative phone calls from ATS to physician head of planning committee,

·  an application template
· a letter of transmittal template listing all required elements of your post activity report

· assessment of learning needs 

· learning objectives that emphasize what the learner will be able to do differently as a result of the CME activity to the benefit of his patients
· bibliography/ citations and reports about the content of the teaching
· examples of promotional brochures and announcements

· attendance records via sign in sheets
· records of disclosure of the planning committee to each other before selection of topics and speakers began
· records of faculty disclosure to the planning committee and any need resolution by the planning committee of perceived conflict of interest 

· records of faculty disclosure to the audience before event start (or before each relevant  presentation)
· records showing how funds were used via a standard ATS budget template
· letters of agreement between the ATS and commercial entities contributing grants for education
· examples of learner program evaluation including a probe for any commercial bias detected
· examples of certificates of CME award distributed by the Chapter (and where applicable attendance certificates) 

· an Excel spreadsheet e mailed to ATS containing the names, addresses, and ATS membership status of attendees and  list of faculty awarded CME for teaching

Tools for Chapters are forms or examples designed to assure adherence to requirements of ACCME, the AMA, FDA and any supporters of your activity such as pharma grant offices, government agencies and foundations. Tools are in MS Word and can be customized to each Chapter’s situation. 

 Tools are also intended to orient Chapter Administrators to old and new CME requirements. Some Chapter Administrators have found it helpful to go through the forms with the Director of CME. Thanks to the Internet, each tool can be brought up on a PC screen ( e.g. simultaneously  in New York and Hawaii) and discussed through a long distance phone call. During the consultative phone call between the Chapter Administrator, Planning Committee Chair and ATS Director, a subset of the  forms can be similarly reviewed to brief  physician leadership on  their specific duties( such as conflict of interest resolution). 
 Currently, Tools for Chapters may be accessed on the ATS website, www.thoracic.org. Mouse over Meetings & Courses on the dark blue menu bar near the top of the ATS website main page, then scroll down and click on Obtaining CME Sponsorship.  Here the term CME Sponsorship refers to designation of your event as a jointly sponsored CME activity. PLEASE NOTE THAT AMA FORBIDS ANY MENTION OF CME BEFORE ATS HAS E MAILED YOUR CHAPTER A CERTIFICATE OF CME DESIGNATION. ATS hopes these tools will be helpful. Suggestions for improvement and creative thinking are always welcome.
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