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ALSO Provider Course 
Coordinator Checklist

Pre-Course

( Submit the ALSO Course Request Form to ALSO staff.
You will receive an approval e-mail from ALSO staff with Online CME Application instructions and the following attachments:   MOA and ALSO Product Order Form 
( Submit the ALSO Course Brochure or promotional materials to ALSO staff - Required. 
Brochure must include course objective, agenda schedule, CME/CNE statements, and course disclosure as required by AAFP, ACCME and KSBN.
( Obtain the Course Director’s E-signature on the MOA and e-mail Word document back to ALSO staff.
( Complete the Online CME Application. Many fields are auto-populated when typing or selecting ‘ALSO’. 
The CME application review and approval process may take up to four weeks. You will receive an approval e-mail from AAFP Credit Systems and Compliance department with the CME/CNE credits approved for your course.
( Complete the material order form and submit to the Contact Center with the CME application number included.
Must submit the CME Application and signed MOA before order fulfillment will occur.
( Obtain equipment/materials necessary for lectures or workstations. 
Verify with Course Director or faculty teaching the lecture/workstation.
( Prepare the Nurse Roster (if nurses in attendance)
Nurse Participant names  must be typed in alphabetical order and have them sign both days.

( Prepare the Course Evaluation forms, Instructor Candidate forms (if applicable), and other course forms found on the Course Materials CD-ROM/Flash drive – check each folder. 
Post-Course
( Collect Nurse Roster (if applicable). Send to ALSO Staff by e-mail.
This should be scanned and e-mailed WITHIN ONE WEEK OF THE COURSE.

( Complete the Participant and Faculty form. E-mail Excel file and final course brochure with approved CME/CNE statements to ALSO Staff.
Only return AFTER you have the received CME application approval email.
( Collect the Course Evaluations. Send to ALSO Staff through regular mail.
Evaluation summary will be e-mailed to you within six weeks.

Instructor Candidate (IC) Evaluation: It is the responsibility of the Advisory Faculty to complete the IC evaluation form, review with the IC and turn it over to the IC. Instructor Candidate is responsible to submit the form to ALSO staff.  Course Director/Coordinator may keep a copy of the IC evaluation form on file and may e-mail to AAFP staff and candidate. 
Reminder: Hold all materials until you receive your CME approval to include the application number on forms.
After ALL materials are returned as stated above, the ALSO Staff processes the course:

· Upload the course and CME/CNE information to each participant and faculty record, creating records for any who do not yet have one in the AAFP/ALSO database.

· Create Letter of Participation with Wallet Card for every participant who participated in and successfully completed the written and hands-on exams (scoring at least 70% on each) and email the .PDF file to the course coordinator.

· Create Letter of Participation (no wallet card) for every participant who participated but did not successfully complete the testing element) and email the .PDF file to the course coordinator.

· Process Instructor Candidate evaluations and send ALSO Approved Instructor Letter with Wallet Card directly to the individual.

· Send the Nurse Rosters to the Kansas State Board of Nursing.  
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