POST ACTIVITY ASSIGNMENTS

We recommend you revisit the filled in version of this list that you submitted as part of your application to ATS for CME joint sponsorship.   You may find it helpful in identifying the staff you assigned and in preparing the required post activity report to ATS.  This list references all materials that you will send ATS using a letter of transmittal with a deadline of 30 days post event. Please contact ATS if you would like to negotiate extra time or discuss linking this event to further evaluation or education. 
	
	Reporting Requirements DUE at ATS 30 DAYS AFTER THE EVENT OR EARLIER
	Staff Assigned, Phone # and E mail
	Tools for Chapters
Reference( I or II)

	1.
	Design and print brochure with required elements and precise wording (due at start of promotion campaign) then submit 2 copies of the final brochure.
	Please check your application and reassign/refine as needed. 
	There is a check list for the brochure in  I

	2.
	Before event start, prepare separate sign in sheets: physicians and non physicians then submit copies to ATS as documentation.  Add up number of physicians attending and number of non physicians attending whether awarded CME or not. These totals will go into your letter of transmittal to ATS. 
	“
	There are examples of sign in sheets in II

	3.
	Collect CME award data for input into Excel spreadsheet Calculate credits for each awarded physician. Non physicians don’t go into the spreadsheet because they are not awarded CME. E mail spreadsheet to ATS (Hard copy won’t help upload data into ATS database.)
	“
	There is a spreadsheet template in II. Please follow the order of the column headings exactly and use Excel (Word doesn’t help upload into our database.) 

	4.
	Prepare and distribute certificates of CME award and attendance (Either distribute at close of event or mail to attendees afterward.) Submit one e.g. of each to ATS.
	“
	Egs of 3 kinds of certificates are given in II: MD learner, MD faculty, non MD 

	5.
	Distribute/collect evaluation tool at the event and then summarize it  Send summary to ATS.
	“
	Directions for  adding and averaging are in I. 

	6.
	Submit evidence of faculty disclosure to course participants at event start.  (either a printed summary or print out of slides).   
	“
	There is a disclosure summary form in I. 

	6.1
	If emergency, person responsible for collecting signed attestation of oral disclosure as described in application.  Submit signed attestation to ATS stapled to a disclosure form signed & approved by MD member of CME Planning Committee.
	“
	Attestation form and process are in II. 

	7.
	Prepare final financial report.  Submit it to ATS. Before submitting make sure there are no checks received or promised from industry that lack a letter of agreement sent to ATS. 
	“
	Template in I must be used for reporting to ACCME

	8.
	Submit optional materials such as syllabus, plans for post testing, and related projects.
	“
	If applicable, call ATS to discuss follow up teaching or testing after the event.  

	9.
	Fill out letter of transmittal and mail it to ATS with all required attachments (1-8 above) including the emailed spreadsheet  
	“
	Template is in II. 


