
Enter the number associated 
with times the series will occur 
over one year period:
- Weekly ’52’
- Monthly ’12’
- Daily ‘365’

Click “Live Activity” and 
“Regularly Scheduled 

Series”

Enter the title of overall activity

Enter the date range for entire calendar year

Enter the total credits requested for entire activity for the 
calendar year. Example 52 sessions with 1 hour of credit 
for each session = 52 Prescribed credits.

click here
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Click here, if your organization is Accredited by ACCME

Select the appropriate box if you 
are planning to offer AMA or 
AOA credit for your activity.

Providers are no longer 
required to provide an 

AAFP member’s 
signature. Pressing the 
Submit button will act as 
your digital signature for 

this form

This information will be displayed 
on the AAFP Web Site

click here

Enter name of supporters or “none”

This data is used by the 
AAFP and does not 
impact eligibility or award.
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Needs assessments are conducted 
by providers using different methods. 
Please indicate which methods were 
used to identify the need for the 
CME activity. 

Briefly describe 
overall activity

Enter specific learning 
objectives for the overall 

“global” CME activity

Enter the names of the 
identified or proposed 
faculty or presenters

The principle audience for this activity consists of primary care physicians

1. Physicians will be able to identify a specific concept that will increase compliance 
and improve patient outcomes.
2. Physicians will be able to broaden and enhance their clinical knowledge of the 
latest topics affecting their patients.

Paula Nicholson, MD
Sheryl Druen, MD
Carly Harrington, MD
Additional faculty according to the specific clinical or non-clinical topics

The Leawood Hospital Ground Round Series is a multidisciplinary conference 
series normally held once a week. The series is designed to present the latest, 
most up-to-date information on clinical topics that are of interest to family 
physicians.

Evaluation forms are distributed before the start of each presentation. The results 
of these evaluations are used to determine the effectiveness of each presentation 
and to improve the overall quality of the Grand Rounds series.

Description of activity 
evaluation methods

click here 3



Click this link to add the first session

Note: The form pre-populates with the 
overall activity details. 

Please change all information on the 
form as it pertains to each

session of the series

Replace activity title with the first session

Enter start and end times for the first session

Enter the date of the first session

Enter the credit total for the first session
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Enter location 
of the first 

session

click here
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Example of adding a session to a 
regularly scheduled series application

Enter title of first session

Enter start and end times of first session

Enter first session date

Enter amount of CME credit offered for first session

Enter location information for first session

continued
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Example of adding a session to a 
regularly scheduled series application

CONTINUED

click here

Select the 
competen-
cies based 
on 
assisting 
the 
learner.

The AAFP gives 
CME providers an 
opportunity to list 
their CME activities 
on the AAFP 
website. The CME 
Center provides an 
online search tool to 
assist website 
visitors in finding 
AAFP approved 
CME activities by 
date, location or 
topic. 

Select the box if your organization does not want to 
market your activity on the AAFP CME Center

Enter or upload the first 
session’s agenda. If 

entering text, only include 
the faculty’s 

name and title.

Enter or upload the first 
session’s learning 

objectives
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Example of adding another session
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click here

9



Once you have finished 
adding session, click here 
to proceed.

Please Note:
Editing Sessions – Please contact the AAFP CMEA Department to make changes or corrections to the 
application. (Phone: 866-274-7850 or Email: cmea@aafp.org)

Adding New Sessions -- Upon approval of the application all providers can add new sessions to the 
Regularly Scheduled Series application.
• Access the application online through your AAFP CME Accreditation Provider Dashboard
• Select the appropriate application and click the add/edit link
• Proceed to Step 4 of 7 to add new sessions
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click here

Required 
field

Enter any additional 
comments in the text box 
for the CMEA application 

reviewer.

Click here to finalize application and proceed
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When paying by credit card, please click the 
Continue button only ONCE to avoid multiple 
charges to the account
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