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UNC CPD Planning Checklist (One time / Annual live courses)

[bookmark: Text9]Activity:     

Items in BOLD are documents submitted to CPD for approval. Each step must be completed in full before proceeding. Refer to the Planning Guide for more details about each step.

[bookmark: Text1]STEP 1 [Complete:      ]
(This step must be completed prior to recruiting presenters, developing agenda, promoting activity)

[bookmark: Check8]|_|	APPLICATION FORM
[bookmark: Check9]|_|	PLANNER COI FORMS

[bookmark: Text2]STEP 2 [Complete:	     ]
(This step must be completed prior to finalizing the agenda and speakers)

Planning Meeting (may be done virtually)
Identify and recruit presenters, develop agenda
[bookmark: Check10]|_|	SAVE THE DATE PROMOTION (if desired)
[bookmark: Check11]|_|	PLANNING WORKSHEET

[bookmark: Text3]STEP 3 [Complete:	     ]
(This step must be completed prior to developing full promotional materials and soliciting exhibitors)

[bookmark: Check12]|_|	PRESENTER COI FORMS
[bookmark: Check13]|_|	AGENDA WITH PRESENTERS LISTED
[bookmark: Check14]EXHIBITOR SOLICITATION LETTER (optional)	|_|
[bookmark: Check15]EXHIBITOR APPLICATION (optional)		|_|
[bookmark: Check16]FLOORPLAN (optional)				|_|

[bookmark: Text4]STEP 4 [Complete:      ]
(This step must be completed prior to publication of full promotional materials)

[bookmark: Check7]|_|	PROMOTIONAL MATERIALS (all formats incl. web and email)

[bookmark: Text5]STEP 5 [Complete:      ]
(This step must be completed prior to the activity.)

[bookmark: Check5]|_|	CME STATEMENTS TO BE PROVIDED TO PARTICIPANTS AT START OF ACTIVITY
[bookmark: Check6]|_|	OUTCOMES TOOL (CPD will provide required questions)

[bookmark: Text6]STEP 6 [Complete:      ]
(This step must be completed after the activity)

[bookmark: Check1]|_|	DATA FOR PARTICIPANTS REQUESTING CME CREDIT
[bookmark: Check2]|_|	OUTCOMES MEASUREMENT SUMMARY
[bookmark: Check3]|_|	PAYMENT OF CME INVOICE
[bookmark: Check4]FINAL BUDGET (only upon CPD request)		|_|


[bookmark: Text7]Completed By:     	
[bookmark: Text8]Notes:     
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