Program Closure Documentation Check List ~  
Tumor Boards/Case Conferences
Completed for every tumor board or case conference

[    ] Promotional material  (example: Save the Date; Flyer)  


[    ] Sign-In Sheets with Signatures

[    ] Activity Director signature verifying ACCME compliance

[    ] Participant Registration Form (for physicians, NPs, & PAs not on the sign-in list)
Evaluations and Outcome Surveys

[    ] Evaluation Summary (email summary to tina.latham@mosescone.com)

[    ] Outcomes Summary  (quarterly or bi-annual – you must discuss your preference with GAHEC)

Completed Yearly (due to GAHEC before July 1)

[    ] Faculty Financial Disclosure Declaration for each Individual Participant

[    ] Faculty Financial Disclosure Summary

[    ] Verbal Disclosure – Presenters

Optional Items

[    ] *Thank You Letter to Speaker

[    ] *Handouts

Program Closure Documentation Check List ~  
Medical Staff Series/Grand Rounds

Completed for every medical staff conference or grand rounds

[    ] Promotional material  (example: Save the Date; Flyer)  


[    ] Letter of Confirmation to the Speaker

[    ] Speaker CV

[    ] W-9 (if being paid honorarium/expenses)
 
[    ] Speaker Invoice w/ receipts (if being paid honorarium/expenses)

[    ] Speaker’s Financial Disclosure

[    ] Sign-In Sheets with Signatures

[    ] Activity Director signature verifying ACCME compliance

[    ] Evaluation Summary  (email summary to tina.latham@mosescone.com)
[    ] Peer Evaluation Form (use only if presenter has a conflict of interest)
[    ] Verbal Disclosure –Presenters (use only when disclosure is not on the flyer)
[    ] Verbal Disclosure – Commercial Support (program received a grant)


[    ] Participant Registration Form (for physicians, NPs, & PAs not on the sign-in list)
Outcome Surveys

[    ] Outcomes Summary  (quarterly or bi-annual – you must discuss your preference with GAHEC)


Optional Items

[    ] *Thank You Letter to Speaker

[    ] *Handouts

Evaluation Schedule


Quarter 1 � ~  Evaluate an August conference      ~ Evaluation Summary to GAHEC by September 15th  


Quarter 2 � ~  Evaluate a November conference   ~ Evaluation Summary to GAHEC by December 15th  


Quarter 3 � ~  Evaluate a February conference    ~ Evaluation Summary to GAHEC by March 15th  


Quarter 4 � ~  Evaluate a May conference           ~ Evaluation Summary to GAHEC by June 15th 








Outcomes Quarterly Schedule


Quarter 1 � ~  Participants are surveyed in August          ~  Outcome Summary to GAHEC by September 15th  


Quarter 2 � ~  Participants are surveyed in November    ~  Outcome Summary to GAHEC by December 15th  


Quarter 3 � ~  Participants are surveyed in February     ~  Outcome Summary to GAHEC by March 15th  


Quarter 4 � ~  Participants are surveyed in May            ~  Outcome Summary to GAHEC by June 15th 


__________________________________________________________





Outcomes Bi-Annual Schedule


1st Outcome Survey � ~  Participants are surveyed in November   ~ Outcome Summary to GAHEC by December 15th  


2nd Outcome Survey � ~  Participants are surveyed in  May           ~ Outcome Summary to GAHEC by June 15th 











Outcomes Quarterly Schedule


Quarter 1 � ~  Participants are surveyed in August          ~  Outcome Summary to GAHEC by September 15th  


Quarter 2 � ~  Participants are surveyed in November    ~  Outcome Summary to GAHEC by December 15th  


Quarter 3 � ~  Participants are surveyed in February     ~  Outcome Summary to GAHEC by March 15th  


Quarter 4 � ~  Participants are surveyed in May            ~  Outcome Summary to GAHEC by June 15th 


__________________________________________________________





Outcomes Bi-Annual Schedule


1st Outcome Survey � ~  Participants are surveyed in November   ~ Outcome Summary to GAHEC by December 15th  


2nd Outcome Survey � ~  Participants are surveyed in  May           ~ Outcome Summary to GAHEC by June 15th 


                                                                                








