UNC CPD Planning Checklist (Regularly Scheduled Series)

“Regularly scheduled series (RSS) is a live activity planned as a series with multiple, ongoing sessions, e.g., offered weekly, monthly, or quarterly. A RSS is primarily planned by and presented to the accredited organization’s professional staff and generally targets the same audience over the whole series.”

“When reporting RSS activities in PARS, each series should be reported as one activity. Each series should be reported for a maximum of a 12-month period.”

--– ACCME website, 12/15/2025.  https://accme.org/resource/regularly-scheduled-series-definition/ 

UNC CPD follows a July – June fiscal year to match the academic calendar.  The credit for an RSS is valid from the date credit was awarded (July 1 for activities that already offered credit) until June 30, at which point the credit must be renewed.  There are three types of documentation required for RSS: forms due before credit can be awarded (July 1 for activities that already offered credit), forms submitted for each session, and forms due after June 30.

STEP 1: BEFORE CREDIT CAN BE AWARDED

APPLICATION (For activities that did not previously offer credit)

INTENT TO RENEW CREDIT FORM (For activities that already offered credit)

COI FORMS FOR PLANNERS

PLANNING WORKSHEET

STEP 2: BEFORE EACH SESSION

	COI FORM FOR PRESENTERS (see Guide for details)

	CME ANNOUNCEMENTS (Copy of email or opening slide, see Guide for details)

STEP 3: AFTER EACH SESSION

	LIST OF PARTICIPANTS REQUESTING CREDIT (unless check-in system is used)

STEP 4: AFTER THE END OF THE FISCAL YEAR

	ACTIVITY EVALUATION (see Guide for details)

	COURSE DIRECTOR SURVEY (optional)
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