
	[image: image1.png]. CASEWESTERN RESERVE
UNIVERSITY

SCHOOL OF MEDICINE




	[image: image2.jpg]0
University Hospitals
Case Medical Center






Documentation Checklist: RSS Sponsorship Agreement

Activity title: __________________________________
CID# CME Office will issue 
The following documentation must accompany this application for sponsorship.  Your sessions cannot offer credit for participants until this information is received and sponsorship is granted.

· The complete agreement authorized by the Activity Director, Department Chair or Program Director.  Activity Director must initial Commercial Support section.

· Completed and signed Disclosures of Commercial Relationship Form from the Activity Director and entire Planning Committee. These MUST be reviewed and authorized by the Activity Director AND Department Chair or program Director. 
· Resolution of Conflict of Interest form must be completed by the Activity Director when financial interest is indicated on Disclosure.

· Professional Practice Gaps form
· Planning Committee notes/minutes or a summary of the educational planning process.

· Draft program agenda and faculty listing.

· Needs assessment documentation.

· Evaluation Plan.

· Activity income and expense projection.

· List of prospective sources of commercial support.

· Publicity samples (if available).
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