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CME Series Recognition requires Four Steps
1. (Faculty) Activity Director submits the Activity Proposal Form (one per series)

in CloudCME, not later than Dec 15, 2020 at  https://bit.ly/34Iqyi0
a) All planning team members must complete annual disclosures

b) If your Faculty Activity Director or other series Planners disclose relationships 
with Commercial Entities in health care, we will require you to identify a willing 
Peer Reviewer with no commercial relationships, before recognizing your series.

2. Department’s CME coordinator completes CME Field Agent technical training 
for CloudCME skills and submits proof of certificate by Dec 15, 2020.  For any 
Department to receive CME series recognition in 2021, a dept staff member must 
attain Level I CME Field Agent Certification [3 hours training] and complete the 
Scored Cloud CME Skills Competency Module [2 hours training] before signing 
recognition letter accepting the compliance duties to manage the series  CME 
compliance.

 If you did not attain Level 1 CME Field Agent Certification previously, you 
must first pass the Level I CMEFA Certification Test, 
then complete the Scored CloudCME Skills Competency Module. 

 If you previously attained Level 1 CMEFA Certification, you need to 
complete only the Scored CloudCME Skills Competency Module. 

 The Level I CME Field Agent Certification requires 80% to pass. 

 The Scored CloudCME Skills Competency Module requires 100%. 
The Scored Skills Module is hand graded by CME office, taking 48-72 hours. 

 If your department reassigns staff who coordinate CME, or if your CME Field Agent leaves 
(or has left) the institution, please alert the CME Office via the Substitute Designation form.

3. Department’s CME coordinator closes out 2020 data for their CME series, including 
compliance items for all CME sessions of the 2020 calendar year, by December 15, 
2020, including:

i. All sessions on your CloudCME calendar must have attendance electronically 
recorded, or if a session was cancelled, you must de-activate that session. 

ii. All Disclosures, COIR forms, Planning forms, and Peer Reviews must be filed by 
Dec 31, 2020. Compliance deficits can bar your series 2021 recognition. 
Organize your F:/ drive using folder structure described on page 4 below. 

4. The CME office will process the recognition request after receiving all of:
a) Faculty’s submitted online Activity Proposal, AND 
b) Complete documentation of coordinator’s CME Field Agent training, AND 
c) Complete disclosures for all planning team members, AND 
d) Department’s assigning a qualified Peer Reviewer name to the CME office.
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Start HERE

Start HERE

Substitute Designation Form

https://bit.ly/34Iqyi0
https://nyumc.qualtrics.com/jfe/form/SV_5v5UDvzlM6dSveR
https://bit.ly/2HYCe76
https://bit.ly/2InlLdo
https://winthrop.cloud-cme.com/course/courseoverview?EID=17910&P=3000&CaseID=44
https://bit.ly/2HYCe76
https://nyumc.qualtrics.com/jfe/form/SV_5v5UDvzlM6dSveR
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Applying for recognition of planned 
CME Series curricula
 Please see the four steps required for recognition

(prior page)

 Applications for CME Series to begin or continue a 12-
month term in January 2021 must be submitted no 
later than Tuesday, December 15, 2020  at 4:00pm ET.

 The Faculty Activity Director should begin the 
application here: https://bit.ly/34Iqyi0

(Sign-in with KerberosID is required)

 Thereafter, series applications will be accepted on a 
rolling basis for 12-month CME series recognitions. 
After we receive your complete submission, expect a 
review period of 2-3 weeks before decision letters 
can be sent to you. 

 The following pages provide a visual guide to 
illustrate the data we collect about your series 
curriculum in order to recognize physician CME, 
Nursing Contact Hours, and other professional 
development credits.

 Series applications received by Tuesday December 
15, 2020 will receive a decision on (or about) Monday 
January 4, 2021. Series received after December 15, 
2020 will receive a decision in 14-21 business days. 
Decisions will either recognize your series for 12-
months, or request additional materials to reach 
approval.
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Your Dept.’s CME Coordinator is 
required to organize your CME 
compliance documents

 When a Series is approved, your department agrees to maintain the 
compliance evidence documents in a specific folder structure to 
enable periodic audits by the CME office, and if called upon, by the 
ACCME site surveyors during LISOM reaccreditation.

Before submitting request to renew a CME series recognition, your department 
must organize the ending year using the following folder structure on the F:/ drive. 

1. Download the ZIP file SERIES_ABBREV_CODENAME.zip from https://bit.ly/3looW2U 

2. Paste it into your department’s sub-folder at the purple level, 

3. Extract The folder (Right-click: Extract All)

4. Modify the purple folder names. Do not modify the red folder names.

F:\
SHARING\

CME-Personnel\
RSS FORMS & RSS DOCUMENTATION FOLDERS\

MONTHLY CME ACCREDITATION\
DOCUMENTS\

SERIES_ABBREV_CODENAME\
YEAR\
 CME Communication Flyers
 Conflict of Interest Forms
 Credit Export Reports
 Disclosures
 Internet Consent Forms
 Peer Review Forms 
 Quarterly Documentation Reports
 Sign-In Sheets
 Speaker Presentation
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Guide to Applying for Recognition 
of CME Series: Starting your Application

 Sign into 
https://Winthrop.Cloud-CME.com
using your Kerberos ID.

 Select the Design CME/CE link at 
the top of the page, or the 
Propose Activity button at the 
bottom of the page.

 Begin your application with the 
Create New Application button
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Guide to Applying for Recognition of 
CME Series: Basic Information
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Guide to Applying for Recognition of 
CME Series: Basic Information
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 Specify the Type of Activity and the Credit 
Types you will offer



Guide to Applying for Recognition of 
CME Series: Basic Information
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 Specify your series’ Schedule and the Target 
Audience of learners you intend to reach



Guide to Applying for Recognition of 
CME Series: Planners and Faculty
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 Specify one or more planners for the activity, 
including faculty/speakers, and coordinators. 
All involved will be sent Disclosures to complete.

 Note: To offer credits for multiple professions 
(Nurse, Social Worker, Therapist), recruit a 
member of that profession onto your planning 
team



Guide to Applying for Recognition of CME 
Series: Gap and Needs
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You must develop 
a needs 
assessment:
 Describe what 

gap in 
performance, 
knowledge or 
competence 
exists and 
needs to be 
improved,

 Cite your 
evidence for 
the gap’s 
existence, 

and,

 Explain how 
your choice of 
session format 
aligns with 
changing that 
clinical 
behavior. 

Consider: A 
passive didactic 
lecture produces 
knowledge that 
may be soon 
forgotten. There 
may be more 
effective and 
lasting ways to 
engage your 
audience in 
action-based 
learning.



Guide to Applying for Recognition of CME 
Series: Gap and Needs

11

 Identify any barriers relevant to (or 
barring) improved practice that may 
contribute to the gap. 

E.g. “Work overload my be a barrier to 
identifying heritable risk factors within family 
history. We will provide the learner with 
specific phrases for asking these questions.”



Guide to Applying for Recognition of CME 
Series: Objectives and Learning Outcomes
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 Note: When offering credits for multiple 
professions (Nurse, Social Worker, Therapist), 
be sure that your objectives fall within their 
scope of license. “Order/Prescribe” is 
typically not found within Nursing scope of 
practice. “Describe,” and other cognitive 
activity related to prescribing, could be. 

 Objectives can be used for multiple 
professions if each of the professions 
engages in that action in practice, for 
example “Monitor patient for signs of 
thrombosis”.

 Specify one or 
more 
measureable 
learning 
objectives for the 
activity. Use 
measurable verbs 
from Bloom’s 
Taxonomy.   
“Understand” is 
not a measurable 
verb, because it 
cannot be 
objectively or 
directly witnessed 
as a learner 
behavior. 
“Discuss/Describe
/Enumerate” are 
examples of 
objectively 
measurable 
learner behaviors.

https://tips.uark.edu/blooms-taxonomy-verb-chart/


Guide to Applying for Recognition of CME 
Series: Objectives and Learning Outcomes
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 Identify the Learning Outcomes that your objectives 
can be expected to produce or improve



Guide to Applying for Recognition of CME 
Series: Objectives and Learning Outcomes
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 Identify the 
professional 
Competencies 
and Quality 
Outcome 
Measures that 
your activity 
can be 
expected to 
improve



Guide to Applying for Recognition of 
CME Series: Commercial Support

15

 Indicate if you be seeking or receiving commercial 
support

 Commercial support will require that you receive 
additional guidance on compliance, and involve the 
CME office as the payee of all transactions, to 
neutralize any Sunshine Act reporting attributed to your 
faculty speakers.

 Commercial support rarely applies to regularly 
scheduled CME series such as Tumor Boards, Journal 
Clubs, M&M and Case Conferences, and only 
occasionally applies to Lecture-based Grand Rounds.



Guide to Applying for Recognition of 
CME Series: Commendation Criteria
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 Identify any innovative curricular approaches that you 
intend to utilize for this activity. 

 These approaches can often provide you as Activity 
Director with an opportunity for publishing as Scholarly 
Activity.



Guide to Applying for Recognition 
of CME Series: Signature
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 Sign off on the curriculum plan and save
it. You will be able to revise it as needed.

 Additional tabs for attaching files and 
comments are at left.



Guide to Applying for Recognition 
of CME Series: Final Submission

 When you are satisfied with your Activity 
Application, use the Submit for Review button 
to submit it to the CME Office.

 Use the Copy and Delete buttons as needed.
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