
What’s Next?
PROGRAM PLANNING INFORMATION



The Office of Continuing Medical Education (CME) is excited for the 

opportunity to work together planning and producing a high-quality 

educational event for healthcare professionals. The Office of CME staff 

offers a variety of services to ensure that your program is a success.  

We partner with you to determine your individual needs and assist in 

creating a plan to produce a one-of-a-kind educational experience. This 

coordination and teamwork is integral to the success of both the planning 

process and day-of event accomplishments.

This package will serve as a guide on the roles and responsibilities for  

each team member on the planning committee. It also includes samples to 

create an interactive program agenda and captivating marketing pieces. 

After reviewing this information, our team will schedule a meeting to begin 

the planning process. If there are remaining questions, please email the 

Office of CME (CME@inova.org) and we are happy to assist.

Sincerely,

The Office of CME

Welcome!

mailto:CME%40inova.org?subject=CME%20Program%20Planning%20Information


Program Director  
Role & Responsibilities:

✔	 Identify a planning committee
	 •	� This may include co-program directors, nursing, pharmacy, or additional 

multidisciplinary team members
	 •	� Please note you must have a nurse on the planning committee for nursing CE 

✔	Partner with CME to complete CME application via ICMES.inova.org 
	 •	� Develop SMART (Specific, Measurable, Achievable, Realistic, and Timely)  

learning objectives 
	 •	 Identify any additional credit types that may be applicable (BOC, CEU, RRT, etc.) 

✔	 Identify preferred date(s) and time 
	 •	 Fridays are preferred due to historically increased attendance
	 •	 Full day programs typically run from 7 a.m. to 5 p.m.
	 •	 Half day programs typically run from 7 a.m. to 1 p.m. 

✔	� Identify and invite event speakers based upon specialty and topics 
	 •	 Provide CME with speakers’ email addresses for further contact and management 

✔	� Partner with CME to create agenda, compiled of speakers’ full names, 
credentials, and presentation titles

	 •	 Reference the example agendas within the package
	 •	 Simulations, demos, hands-on experiences and breakouts are encouraged

✔	Confirm cost center for expenses
	 •	� We strive to achieve a surplus however, if there is a deficit the supporting cost 

center is charged; surplus funds are split between supporting cost center and  
Office of CME

	 •	 Revenue is generated by registration fees, exhibitor support, and educational grants

✔	Provide CME names and contacts of medical supply and equipment vendors 
	 •	� This is typically the largest source of revenue for the event — a robust list and 

participation helps to generate a revenue neutral event
	 •	 �A completed program agenda is required by vendors prior to soliciting their 

sponsorship of events

https://icmes.inova.org/index.cfm?


✔	� Schedule a call or in-person meeting 
with the Program Director(s) and/or 
planning committee to complete and 
submit the CME application

	 •	� Ensure learning objectives are SMART 
(Specific, Measurable, Achievable, 
Realistic, and Timely)

	 •	 Review agenda timing for accuracy 

✔	� Review submitted CME application 
and submit for final approval by 
sponsoring department chair

✔	� Confirm program adheres to the 
ACCME policies and commercial 
support standards

✔	� Create event budget based off 
previous year or if new event using 
current rates for similar events

	 •	� Update and distribute event budget 
including current revenue, expenses and 
projected profits/losses (see budget sample)

✔	� Create a request for proposal and 
distribute to potential venues

	 •	� Negotiate contracts with internal  
and external venues

✔	� Develop and confirm event concept 
with Program Director(s) and/or 
planning committee

	 •	� CME Office collaborates with a graphic 
designer to create event branding 

✔	� Identify marketing targets to purchase 
mailing list (i.e. physicians, PCP, NP, 
RN, applicable specialties, etc.)

✔	� Manage speakers’ event details, travel 
policies, reimbursement, disclosures, 
and required presentation following 
CME rules and regulations

	 •	� Process speaker travel reimbursements 
by collecting speakers W9 and receipts

✔	� Establish planning and marketing 
timeline and deadlines, send out  
bi-weekly emails with status updates

✔	� Develop and distribute all marketing 
materials (see marketing samples)

	 •	� Save the date or informational postcard
	 •	 Poster
	 •	� Digital screen image for all physician 

lounges and hospital digital signage,  
5 in 5, physician’s briefs, Inovanet,  
and ICMES site

	 •	� Customize an event brochure with all 
event details

	 •	� Exhibitor prospectus including 
sponsorship packages

	 •	� Constant Contact email blast templates 
and designs

	 •	 Online event banners
	 •	� Customized website for event  

(i.e. registration, event details, 
location time, speakers’ photos, bios, 
agenda, exhibitor information, hotel 
accommodations, etc.)

✔	� Contact all potential exhibitors  
with an invitation to participate  
as event sponsor

	 •	� Manage confirmed exhibitors by 
collecting registration forms, payments, 
and providing onsite assistance

✔	� Oversee sold sponsorships

✔	� Provide onsite support during  
event, including room setup, 
registration, audio visual, catering, 
and exhibit coordination

✔	� Schedule final debrief once all 
expenses have been reconciled  
and event evaluations complete 
(average 90 days post event)

Office of CME  
Roles & Responsibilities:



Save the Dates

Marketing Samples:



Brochures

Marketing Samples:



Brochures

Marketing Samples:



Exhibitor Prospectus

Marketing Samples:



Cover Sheet

Budget Sample:

Inova Office of Continuing Medical Education 

Program Budget
Program Title: Happy Health for All

Program Date: Friday,  May 17, 2021

Location: Inova Center for Personalized Care Conference Center

Format: Live Lecture

Sponsoring Department: General Department

Program Code: 100000

Preliminary/Final: FINAL

Total Revenue: 73,590.00$                                                                                                       

Total Expenses: 59,303.03$                                                                                                       

Balance: 14,286.97$                                                                                                       

Christina Fontana Senior Meeting Planner

Sharon Bachman Medical Director, CME                                                    

Kelley Sanchez Director, CME

Prepared by: 

Project Authorization:



Expenses

Budget Sample:

Expenses
Budget Actual

Total Expenses $56,360.00 $59,303.03
Budget Actual Budget Actual

Site Speaker: John Doe 
Inova Center for Personalized Health 
Rental ($50/person*200) $10,000.00 $10,050.00 Travel $500.00 $422.22
Additional AV (pipe and drape-outside 
vendor) $2,200.00 $770.00 Lodging $350.00 $219.88
Venue Happy Hour after Program $5,000.00 $4,905.18 Meals $75.00 $14.84
Venue Exhibitor Setup Fee $880.00 $541.20 Other
Totals $18,080.00 $16,266.38 Totals $925.00 $656.94

Marketing Speaker: James Smith
Online Banners (design) $150.00 $295.00 Travel $500.00 $552.60
Save the Date Printing and mailing $2,700.00 $2,684.00 Lodging $350.00 $278.88
Brochure Design and Edits $800.00 $1,000.00 Meals $75.00
Brochures (mailing and printing) $5,000.00 $9,684.00 Other
Posters (Design) $55.00 $55.00 Totals $925.00 $831.48
Posters (Printing) $500.00 $500.00
Mailing List $700.00 $3,148.81 Speaker: Michael Darwin
Exhibitor Prospectus $150.00 $150.00 Travel $500.00 $1,039.65
Second Print $200.00 $0.00 Lodging $350.00 $265.10
Totals $10,255.00 $17,516.81 Meals $75.00 $20.00

Other
Vendors Totals $925.00 $1,324.75
CME Accreditation and Planning Fee $10,000.00 $10,000.00
Additional Temp Staffing (large events 
only) $250.00 $0.00 Speaker: Frank Murry
Inova Photographer $250.00 $300.00 Travel $500.00 $135.00
Grant Writer $3,500.00 $3,000.00 Lodging $350.00 $1,312.96
PT/PTA CEU Credit Application $100.00 $200.00 Meals $75.00 $0.00
BOC Credit Application $100.00 $300.00 Other
Totals $14,200.00 $13,800.00 Totals $925.00 $1,447.96

Program
Misc. Speaker: Ken Kooper
Speaker Gifts (16 speakers) $2,400.00 $1,032.90 Travel $500.00 $1,219.50
Plaque - Best Abstract Presenter (1) $1,500.00 $67.79 Lodging $350.00 $903.84
2941 Precon Dinner $3,000.00 $2,760.24 Meals $75.00 $104.10
Exhibitor Sponsorship Items $450.00 $410.71 Other
Totals $7,350.00 $4,271.64 Totals $925.00 $2,227.44

Speaker: Stephanie Jones Speaker: Kyle McIntyre - No expenses
Travel $500.00 $506.89 Travel $500.00 $0.00
Lodging $350.00 $452.74 Lodging $350.00 $0.00
Meals $75.00 Meals $75.00 $0.00
Other Other
Totals $925.00 $959.63 Totals $925.00 $0.00

Inova Office of Continuing Medical Education



Revenue

Budget Sample:

Revenue
Total revenue: 73,590.00$                                          

Registration: 180
# of Attendees Attendee Type Registration Rate Registration Revenue Received

7 Inova Physician 350.00$                                        2,450.00$                                            
7 General Physician 400.00$                                        2,800.00$                                            

22 Speech Therapist 200.00$                                        4,400.00$                                            
23 APP 200.00$                                        4,600.00$                                            

100 PT/PTA 200.00$                                        20,000.00$                                          
3 PT/PTA Group Code 10% off 180.00$                                        540.00$                                               

13 Student, Resident or Fellow 100.00$                                        1,300.00$                                            
5 Abstract Winners Comp -$                                              -$                                                     

Total Registration Revenue: 36,090.00$                                          

Educational Grants
Company Amount Received Amount Received

Ginos Fitness $10,000.00 $10,000.00

Total Educational Grants: $10,000.00

Exhibitors
Amount Received Exhibitor Name Exhibit Revenue Received

2,500.00$                                 Life Rehab $2,500.00
2,500.00$                                 Food for Thought $2,500.00
2,500.00$                                 Synco $2,500.00
2,500.00$                                 Tree of Life $2,500.00
2,500.00$                                 Recoup $2,500.00
3,000.00$                                 NewLife $3,000.00
2,500.00$                                 Love Your Self $2,500.00
2,500.00$                                 Bullzip $2,500.00
3,000.00$                                 Trimex $3,000.00
2,500.00$                                 Micromax $2,500.00

Total Exhibit Revenue: $26,000.00
Misc. Revenue

Additional Fee Amount Received Misc. Revenue Received
Ginos Fitness 1,500.00$                                                 $1,500.00

$0.00
Total Misc. Revenue $1,500.00

Inova Office of Continuing Medical Education



Profit Loss Summary

Budget Sample:

Profit - Loss Summary

Actual
Total revenue 73,590.00$                    
Total expenses 59,303.03$                    

Total profit (or loss) 14,286.97$          

Inova Office of Continuing Medical Education
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