Thoracic Society Chapters

CME Program and Event Development Resources
. PROGRAM DESIGNATION  -  1-2-3 CHECKLIST
1. Before potential topics and speakers can be discussed:
· Planning Committee List

· Planning Committee COI/Disclosure Summary Prepared

· Documentation that the Disclosure Summary was reviewed and any resolutions that were needed took place (email verification is sufficient)

· Content can now be discussed.

2. Before the live activity can be designated for CME, documentation of the following is needed:
· Complete this ATS CME Application, including:
· Course Overview and Statement of Scientific Importance/Need
· Needs Assessment – i.e. why the Planning Committee selected the topics they did

· Course Objectives

· Budget

· Faculty List

· Faculty COI/Disclosure Summary 

· Documentation that the Disclosure Summary was reviewed and any resolutions that were needed took place (email verification is sufficient)

· Final Agenda

· Lecture Learning Objectives

· Pre-test/ Post-test Questions

· ACCREDITATION
3. Post Event Documentation Required to ATS:
· Reconciled Budget (estimated costs and revenue vs. actual costs and revenue)

· Corporate Support Received (Y/N)?
· If Yes, All fully executed Letters of Agreement in file?

· Exhibit Support Received? (Y/N)

· If Yes, Exhibitor List sent to ATS
· Any relevant Attribution included in file (including slides, references in course promotion materials, etc)
· Course and Speaker Evaluations Tabulated?

· Pre-test (if applicable) and Post-test results tabulated?
· Evaluation Data and Pre-test/ Post-test results assessed and interpreted by Planning Committee
· Copies of all Final Syllabus Materials/handouts and Slides presented
· Number of Physician Attendees
· CME activity file is closed.
Key ATS Staff 

The primary ATS staff contacts for the various areas related to TSCs are listed below. These staff members will respond directly to TSC CME planners and TSC leaders or will direct inquiries to the next appropriate ATS staff. General questions may be directed by email to Chapters@thoracic.org or by calling (212) 315-8697.

GENERAL ADMINISTRATION & COORDINATION OF CHAPTER SERVICES
Jennifer Ian, MBA 
Director, Member Services and Chapter Relations
Phone: 212-315- 8697

Email: jian@thoracic.org, Chapters@thoracic.org
EDUCATION PROGRAM DESIGN,
CME DESIGNATION
Eileen Larsson

Chief Program Officer
Phone: 212-315-8609

Email: elarsson@thoracic.org
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