PLANNER

CHECKLIST

Planner Checklist
As Soon As Possible
Task Instructions Notes
Worksheet A| Select Take course or [ ]
Activity Set- Resume and follow prompts
Up Form and
Application
Worksheet B| Select Take course or |:|
Accreditation Resume and follow prompts
Criteria
Worksheet C| Select Take course or |:|
Standards for Resume and follow prompts
Integrity and
Independence
Faculty list Download this template, |:|
template add the information, and
upload to file link.
Speaker Upload to file link. |:|
headshots

and bios and
planner bios

Before Publication of Activity

participants

link.

30 Days Before Activity

Task Instructions Notes

Activity or Upload to file link. D
conference

agenda

Logos Upload to file link. []
Email Download this template, D
communication make any desired changes,

templates to and re-upload to the file

Task Instructions Notes
Evaluation Download this template, D
template add your questions, and
upload to the file link.
30 Days After Activity
Task Instructions Notes
Monetary Download this template, D
Tracking add your questions, and
Sheet upload to the file link.
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https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fcme.shamp.uidaho.edu%2Fsites%2Fdefault%2Ffiles%2Fcourse%2F2025-07%2FFaculty%2520and%2520Speaker%2520List%2520Template.xlsx&wdOrigin=BROWSELINK
https://cme.shamp.uidaho.edu/sites/default/files/course/2025-10/SHAMP%20Office%20of%20CE%20-%20Evaluation%20JULY%202025_FacilitatorCourse.pdf
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fcme.shamp.uidaho.edu%2Fsites%2Fdefault%2Ffiles%2Fcourse%2F2025-10%2FMonetarySupportTrackingSheet_Template.xlsx&wdOrigin=BROWSELINK
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