MEDICAL SOCIETY OF THE STATE OF NEW YORK
Steps to Develop CME Programs

Program Coordinator / CME Committee / Planning Committee:
· Identifies professional practice gap based on internal or external data sources
· Analyzes practice gap and determines desired result of educational intervention (to change knowledge, performance, patient outcomes)
· Identify target audience
· Develop educational objectives
· Develop educational content and format considering scope of practice, physician attributes and adult learning principles

· Determine if there are any barriers for learners to accept and integrate the educational concepts which can be addressed in the  educational intervention

· Select expert faculty

· Determine funding – review standards for commercial support, conflict of interest and relevant financial relationships
· Develop activity agenda

· Secure Funding and create preliminary budget

· Request Faculty/Planner Relevant Financial Disclosure forms

· Determine if any conflicts of interest 

· If commercial support accepted, request signed agreements

· Develop Evaluation format based on desired result and educational objectives

· Determine if non-educational strategies can be used to reinforce the educational objectives post-activity 

· Create certificates (physician, non-physician, presenter)
· Create Sign in Sheets

· Submit application and required documentation. Have flyer/brochure approved for printing.

· Subcommittee on Educational Programs approves application 
· Prior to the activity, make all disclosures to learners (relevant financial relationships, faculty relationships with Commercial Supporter and with products or services being discussed, etc)
· Hold Education Activity 

· Implement mechanism for evaluating the activity

· Hand out certificates

· Complete and submit post-activity evaluation summary, sign in sheets and any other information that will complete the Activity file to Office of Education
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