CME COVER SHEET FOR SPECIAL ACTIVITIES

Annual Conferences

(Must be attached to Attendance Records)
	Activity Title:      
	Activity Date:      

	Activity Number:      

	

	Contact Person:      
	Contact Telephone Number:       






COMMERCIAL RELATIONSHIP DISCLOSURES

	Speaker/Presenter/Moderator/Planning Committee Member

     
	Attached

 FORMCHECKBOX 


	     
	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 



Policy: It is the responsibility of the Activity Director to obtain and review a “Disclosure of Commercial Relationships” form from each speaker, planning committee member, moderator and anyone else who is in control of the content of the activity.  (This should be done whether or not there is Commercial Support for this activity.) Any conflicts of interest must be identified, resolved and documented prior to the activity.  Relevant commercial relationships, or lack there of, must be either verbally, or in writing, disclosed to the audience.

Check Means of Commercial Relationship Disclosure to the Audience:

 FORMCHECKBOX 

Listed in conference materials (brochures, syllabi, flyers) distributed prior to presentations 

 FORMCHECKBOX 

Announced prior to the educational activity. (Attach the wording of the statement and who announced that statement. Sign as witness to the announcement.)

 FORMCHECKBOX 

The Commercial Relationship Disclosure Forms were PROMINENTLY DISPLAYED at sign-in table (as a separate vertical sign or ON TOP OF Attendance sheets)

Check Means of Commercial Support Disclosure to the Audience:

 FORMCHECKBOX 

Listed in conference materials (brochures, syllabi, flyers) and distributed prior to presentations 

 FORMCHECKBOX 

The statement was displayed at sign-in table. 
 FORMCHECKBOX 

No commercial support
CME Accreditation Statement:

 FORMCHECKBOX 

Displayed at sign-in table or on clipboard

 FORMCHECKBOX 

Displayed in hand-out materials
Required Attachments:
 FORMCHECKBOX 

Evidence of Commercial Relationship Disclosure to the Audience
 FORMCHECKBOX 

Evidence of Commercial Support Disclosure to the Audience (if applicable)
 FORMCHECKBOX 

Commercial Relationship Disclosure forms (Speakers, Moderators and Planning Committee)
 FORMCHECKBOX 

Evaluation Summary 
 FORMCHECKBOX 

Revenue and Expenses Report – Itemize commercial support and honoraria

 FORMCHECKBOX 

Copy of promotional material/flyer 

 FORMCHECKBOX 

Attendance Rosters and Participant Information Cards

 FORMCHECKBOX 

Commercial Agreement and Acknowledgement forms (if applicable) – Must be signed and dated prior to the activity.
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