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 Helpful Hints for Completing Commercial Support Letters of Agreement
Please contact the CME Office at 909-558-4963 if you need assistance.
Who is the CME Provider?

The official CME Provider is Loma Linda University School of Medicine.  Grant checks must be made payable to LLU CME.  
Who is the Educational Partner?

When LLU works with an organization that is not affiliated with LLU in any way, then the organization (aka joint/co-sponsor) must be listed as Educational Partner.  If the activity is directly sponsored (no outside involvement), then this field will be “N/A”

Logistical/Meeting Information

All logistical/meeting information must be filled in on the LOA before obtaining CME Office signature

· Example: if the LOA asks questions about registration fees, mission statement, learning objectives, whether grants are being solicited from other companies, etc. – this information must be completed by the department requesting funds

What if a company is providing an educational grant AND an exhibit/display fee?

Exhibits are considered promotional and therefore exhibit funds cannot be included as part of the educational grant.  The company can pay for the grant and exhibit with 1 check, however, the actual grant agreement amount must not include the exhibit funds.  See also “CME Guidelines Related to Educational Grants and Exhibit Space”.
Which agreement should be signed...LLU’s or the Company’s?

The CME office will sign the company’s agreement if it meets LLU CME grants and contracts standards.  If the grant amount changes, either a new agreement must be signed or the amount changed on the original agreement, signed & dated by all parties.  Only 1 signed letter of agreement per company per activity can exist.
Who is authorized to sign grant letters of agreement for LLU CME activities?
Letters of agreement must be reviewed, approved and signed by the LLU CME Office.  Do not complete online agreements without prior approval from the CME Office.  

When can I acknowledge commercial support?

The grant letter of agreement must be fully executed (signed by CME Office and the company) prior to being announced in marketing materials AND prior to the activity occurring.
[image: image1.jpg]