
Coordinator’s RSS Session Documentation Checklist 

Submit the following Information BEFORE each session [Must be received by CME Program 3 days before session date & submitted via scan to rsscme@case.edu]

[ ] Flyer: 
Must be completely filled out. This session cover sheet documents that participants were notified of disclosure, accreditation, learning objectives, off-label use and, when applicable, commercial support.  This should be used for any and all marketing and be placed by the sign-in at your conference.

[ ] Signed Disclosure of Commercial Relationships Form(s):
A signed disclosure must be submitted for each presenter (speaker, moderator, author, etc.).  ALL statements on the disclosure must be checked or initialed.  (It is not necessary to submit when presenters or discussants have made annual disclosures that are on file with the CME Program.)  Use this information from this form for completing the Speaker section of the Flyer.
[ ] Resolution of Conflict of Interest Form (when applicable):
This form must be filled out & signed by the Activity Director ONLY when a financial relationship is indicated on the disclosure.

[ ] Exhibitor Agreement documentation (when applicable):  
If a vendor is going to exhibit at one or several of your sessions:  (1) Exhibitor Agreement must be signed by the company representative & returned to the CME Office.  (2) Copy of the check must also be sent to the CME Office. 

[ ] Commercial Support documentation (when applicable): 
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.)
Submit the following Information AFTER each session [submit via scan to rsscme@case.edu at the conclusion of each session]

[ ] Sign-In sheet with barcodes
[ ] Presenter(s)’ written materials: syllabus or other hand-outs (when provided, not a requirement).    

[ ] Session evaluation summary (if used, not a requirement).
Carolyn Slade, Regularly Scheduled Series Program Manager
216-983-1228
Carolyn.Slade@case.edu or Carolyn.Slade@uhhospitals.org
