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RSS Renewal Documentation Checklist 

· 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.  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: if commercial support is approved, notify the CME Office at once for the appropriate paperwork. You will need to have the following for each session with commercial support: (1) Exhibitor Agreement signed by the representative of the commercial interest, (2) a photocopy of the commercial interest’s check, and (3) an itemized summary of how the funding was spent for the session.

Please feel free to contact me with any questions or concerns.
Kate Chapman, MEd
216-983-1228

216-844-8133 (fax)

Kdc6@case.edu or Kathryn.Chapman2@UHhospitals.org
