	INSTRUCTIONS:  CFMC CME and CNE PROCESS

	DISCLOSURES:   

All presenters are required to declare if they have any vested interests or relationships with a commercial entity that has any relevance to the topic of a continuing education activity.   Further, learners must be informed of declaration of vested interests at the BEGINNING OF EACH FACULTY MEMBERS PRESENTATION in order for CFMC to award credit for that session.  VESTED INTERESTS ARE NOTATED ON THE DISCLOSURE FORM THEY SUBMIT TO CFMC. 

It is requested that all Disclosures are received at least one month prior to the activity and that disclosures are made to the learners in the printed syllabus on site.  CFMC will advise the format and provide you with a document to hand out the day of your activity.

COMMERCIAL SUPPORT:  

The ACCME Standards of Commercial Support will be strictly adhered to.  If commercial vendors are involved, CFMC must be advised AND a Commercial Support Agreement must be signed AND SUBMITTED TO CFMC PRIOR TO THE ACTIVITY DATE.  It is required that acknowledgement of commercial support is made in promotional materials (as support is given) and in handouts on site.   Meals cannot be  paid directly by a vendor; they should be part of an unrestricted educational grant. 

 SEE FACULTY/SPEAKER EXPENSES BELOW
EVALUATION and OUTCOMES:  

There are two types of evaluation used in a continuing education activity.  The first is an on-site standard evaluation (see Form E).  However, accrediting agencies are now asking that attendees respond to follow-up evaluation requests and Outcomes Measurement pre and post conference surveys to determine the effectiveness of an educational intervention and to assess their application of knowledge and skills gained by completing an educational activity.  CFMC will notify our joint sponsors/co-providers of which tool their activity qualifies for and provide the documents needed to perform the follow-up evaluation and Outcomes Measurement process.  

It is becoming standard to e-mail a few questions 2-3 months post activity.  Questions will ask if a change or improvement has been made as a result of the educational activity.  It is important to request attendee’s e-mail address on the registration form and sign in sheet.  Include email addresses when submitting your attendee list to CFMC.

FACULTY/SPEAKER EXPENSES: 
Expenses are defined as travel, lodging, honoraria, and personal expenses provided to faculty/speakers as reimbursement or payment of services.  You may pay for these expenses out of your budget and can use Commercial Support funds awarded to your activity.  You must pay for expenses incurred, not your commercial supporter. You are required to maintain and produce accurate documentation detailing the receipt and expenditures of all commercial support funding.  Copy of checks paid for honoraria fees must be retained and provided to CFMC upon request. Maintain and produce accurate documentation detailing the receipt and expenditures, relating to your faculty/speaker expenses.  CFMC is required to maintain a full accounting of commercial support funding at all times.   A commercial supporter may not pay honorarium directly to any faculty/speaker and should not pay other expenses directly for you.  This process of  documenting and tracking by you, are required by the ACCME and the Colorado Nursing Association.  A Post Activity Financial report (template provided by CFMC) is required to be submitted to CFMC within 30 days after your activity date.  

INCOME AND EXPENSE SHEET – FINAL BUDGET:

Significant sources of income: include income from commercial support, advertising and exhibit fees, tuition and registration fees, internal budget allocations, and any other source that represents > 20% of total Income.

Significant expenses:  include staff salaries, meeting costs, honoraria, faculty travel expenses and other items that represents > 20% of your total expense.

PLEASE SEE ALSO SEE FACULTY/SPEAKER EXPENSES.

VERIFICATION: PARTICIPATION AND SUCCESSFUL COMPLETION

Format for verification of participation should be in the form of sign in sheets or signed request for credit forms.

Criteria for successful completion include: attendance at entire activity (for nurses), signature on sign in sheet or request for credit form, completion and submission of evaluation form.

Participants must be informed of criteria to receive a certificate of credit by providing information on brochure/advertising material, written information on handouts, or written information on both the web site and handouts.

CFMC will issue certificates of credit to be distributed to attendees once essential documents are received. 

RECORD KEEPING:

CFMC will maintain key correspondence, complete copy of application and all attachments and corrections, records of attendance, summative evaluations.  Also, credit and contact hours will be maintained by CFMC in a retrievable file that is accessible to only authorized personnel for six years.  It is the responsibility of our Joint Sponsor / Co-Provider to retain activity documents, and to be made available upon request.

SUBMISSION OF APPLICATION:

All application documents must be submitted electronically before the deadline of the CE Committee where your application will be presented for acceptance as a CFMC accredited activity.  Applications should be submitted the first Wednesday of the month, and no later than 30 days before the activity date, and decisions are made on the third Wednesday of the month.  A fee will be assessed of $250 for late applications submitted that we accept.


