  

  ISMA CME Joint Provider Activity Compliance Checklist

If you would like your activity accredited for CME by the Indiana State Medical Association (ISMA), please begin the process by doing the following:

	1
	Contact the ISMA to request a CME Joint Providership Intake Form and CME Joint Providership Fee Schedule, or find them online at www.ismanet.org/education.

	2
	Complete Intake Form and return it to Sandy Miller, ISMA Director of CME & Practice Management, via one of these methods:

• smiller@ismanet.org
• 322 Canal Walk, Indianapolis, IN 46202

• Fax (317) 261-2237

	3
	Review the Fee Schedule for your proposed CME activity.

	4
	Discuss proposed activity and fees with ISMA staff via conference call or in-person meeting.


Once the Intake Form is approved by the ISMA and a fee is agreed upon, these next steps will follow. If an item has a deadline, it will be noted to the right.
	
	
	Return to the ISMA by:
	Completed?

	1
	The ISMA will draft a Joint Providership Agreement and send it to you for approval and signature.
	
	

	2
	The ISMA will send you the following CME Joint Providership items for completion/acknowledgement:
	
	

	
	CME Application & Planning Worksheet  – This will help determine your target audience needs, educational objectives, activity content, agenda and faculty/speakers, among other items.
	
	

	
	Financial Conflict of Interest Form – Disclosures for planning committee members and faculty/speakers
	Planning Comm __________
Faculty/Speakers_________
	

	
	Content Validity Form – For faculty/speakers
	
	

	
	Marketing Guidelines – Details CME text that is mandatory on all marketing/promotional materials, ISMA logo usage and other recommendations
	Flyer___________________
Brochure_______________

Website Content_________
	

	
	ACCME Standards for Commercial Support
Sample Letter of Agreement for Commercial Supporters/Grantors 
Sample Script – for disclosing this to your audience at the activity
	
	

	
	Activity Evaluation Template – Includes questions you are required to include on your post activity evaluation and a sample evaluation tool
	
	

	
	Pre-Post Test Template – For use if applicable
	
	

	
	Attendance Tracking Template – Includes sample sign-in sheet
	
	

	
	Budget and Documentation of Commercial Support/Grants Template et form
	
	

	
	Certificate Template – for your use (optional)
	
	

	
	Speaker Honoraria & Travel Reimbursement Policy – For reference
	
	


The ISMA needs to approve your “day of” items prior to your activity. Each item’s deadline is noted to the right.
	
	
	Return to the ISMA by:
	Completed?

	1
	Presentation Review – All speaker presentations must be submitted to the ISMA for approval prior to the activity.
	
	

	2
	Designation Statement/Credit Statement – The ISMA must approve your mechanism to advertise the number of AMA PRA Category 1 credits to your learners.
	
	

	3
	Other Activity Handouts/Syllabus – The ISMA must approve your learner handouts/syllabus.
	
	

	4
	Disclosure of Commercial Support to Audience – The ISMA must approve your mechanism to disclose ALL commercial support/grants to the learners prior to the start of your activity.
	
	

	5
	Disclosure of Financial Conflict of Interest to Audience – The ISMA will provide you a grid of your planning committee and faculty/speaker disclosures (a summary of the forms you returned to us) to display to the learners prior to the start of your activity.
	To be supplied to
you by the ISMA by:
_________________
	

	6
	Activity Evaluation Form – The ISMA must approve your post-activity evaluation form.
	
	


After your activity is complete, you will need to supply the ISMA with the following items. Each item’s deadline is noted to the right.
	
	
	Return to the ISMA by:
	Completed?

	1
	Summary of Post-Activity Evaluations
	
	

	2
	Final Activity Budget (expenses and revenue), including documentation of Commercial Support/Grants, Exhibitors and Registration Fees
	
	

	3
	Final Attendance List (denoting # of physicians vs. non-physicians)
	
	

	4
	Debriefing Meeting – Participate in a post-activity debriefing meeting with ISMA staff via conference call or in-person meeting.
	
	


