U.S. Army Medical Command

brooke army medical center cme

CME COURSE ANNUAL PLANNER CHECKLIST

The items below are to ensure that all planning and course documents are turned into the Brooke Army Medical Center’s Continuing Medical Education (CME) Office at the beginning of each academic year (1 Jul XX – 30 Jun XX).

ACADEMIC YEAR:


Department:


Course Director:


OVERALL PLANNING:

The BAMC CME has been provided the following overall documents at the beginning of the academic year from the Course Director:

Document
Date Submitted
Signature Course Director

Recurring Education Planning



Attendance Rosters (Physician & Others)



Course Evaluations



At the end of the academic year: 

Document
Date Submitted
Signature Course Director

Course Director’s Report



After Activity 



Required Faculty Documents:

At the beginning of each academic year and/or prior to each lesson/session:

Document
Date Submitted
Signature Course Director

Faculty Agreement Form Signed



Faculty Disclosure Form Signed



Faculty in-house Letter Signed



Presentation Documentation Form



Faculty Bio Form or CV



Each course director should provide the original to the BAMC CME Office no later than 31 July of each academic year and maintain a copy for your records.  Information for the Course Director’s Annual After Activity must be provided to the Office also by no later than 31 July.  If you have any question regarding any of the forms, please contact our office.

