	
	


RSS Renewal Documentation
· Completed Sponsorship Agreement 
· Signed Disclosure of Relevant Financial Relationship Forms for Activity Director(s) and Planning Committee Members

· Resolution of Conflict of Interest Form (when applicable) - this form must be filled out & signed by the Activity Director when a financial relationship is indicated on any disclosure.

· ALL statements on the disclosure must be checked or initialed, signed and dated by the Committee member and signed and dated by the Activity Director.  This disclosure must also be made to the participants, in writing, in their handout and/or verbally at every session. If disclosure is made verbally, documentation of that fact (attestation of activity director) must be provided.
Commercial Support/Grants

· All commercial support must be in the form of a grant from the commercial interest and must include a letter of agreement (LOA).  

· No direct payment from an ACCME-defined commercial interest may be given to anyone involved in an activity. 

· Letters of agreement from commercial interests should be forwarded to the CWRU CME Program immediately upon receipt for review by the CWRU Office of Counsel for legal acceptability.  Authorization can be made only by the Vice Dean, School of Medicine, and a University Vice President or his delegate.  

· If the CWRU CME Program’s letter of agreement is used instead of an LOA provided by a commercial interest, review by CWRU Office of Counsel is unnecessary. Authorization is made by the CME Director and the Chief Financial Officer of CWRU.

· Documentation for the CME Program must include (a) a fully executed letter of agreement; (b) a photocopy of the grant check; (c) itemized reconciliation of how the funds were spent (honoraria, travel-reimbursement, catering, etc.)
Exhibits
· Arrangements for commercial exhibits cannot influence planning or interfere with the presentation, nor can they be a condition of the provision of commercial support for CME/CE activities.
· Exhibit fees shall be separate and distinct from educational grants (they are not considered commercial support).  Exhibitors should sign CWRU SOM CME’s Exhibit Booth Agreement.

· All exhibitors must be in a room or area separate from the education.

· Commercial interest (pharmaceutical) representatives may attend CME/CE activities at the discretion of CWRU SOM CME for the direct purpose of the representatives’ own education; however, they may not engage in sales or marketing activities while in the space or place of the educational activity. 
· Submit the application by email to: RSSCME@case.edu. 

Please feel free to contact me with any questions or concerns.
Carolyn Slade, BSBA
216-983-1228

216-201-6749 (fax)

Carolyn.Slade@case.edu  or Carolyn.Slade@UHhospitals.org 
