Wake Area Health Education Center

Continuing Medical Education

Suggested CME Educational Activity Timeline

9-12 months

· Select dates for educational activity
Be aware of competing meetings, school breaks, sporting events, holidays and other events that would preclude people from attending

· Select a site for the educational activity 
· Construct a planning committee for the agenda (minimum of 3 people)

MD Course Director, Coordinator, Wake AHEC CME staff, a member of the target audience
Rough idea of agenda, course time

Determine the need for the educational activity, target audience and feasibility
6-9 months

· Prepare needs assessment and educational design
· Develop content in the context of Accreditation Council for Graduate Medical Education (ACGME) and or Institute of Medicine (IOM) core competencies

· Identify barriers and how they will be addressed in the educational activity 
· Select speakers

· Develop purpose,  learning objectives and outcomes
· Begin early discussion on the type of evaluation needed for outcome follow-up 
· Select caterer

5-6 months

· Submit application and apply for other professional credits 
· Learn about sponsorship and exhibit guidelines

· Prepare draft brochure for review

· Complete all disclosures and resolution of conflict forms
· Complete course director Letter of Agreement (LOA)
· Send Save the Date card if desired
4-5 months

· Submit on-line grant applications

· Request mailing list

· Complete final budget
· Complete final brochure

3-4 months

· Mail brochure

· Finalize conference details

· Begin e-marketing 

· Finalize outcome evaluation 

1-3 months

· Confirm exhibitors

· Start syllabus

· Finalize any speaker details
1 week to 30 days

· Finalize logistical and food arrangements

· Print name tags

· Prepare course roster

· Finalize all exhibitors

