RSS Check-List

Before RSS Begins
· Course Proposal: Completed and submitted to CME Office at least 1 month prior to the beginning of your Department’s RSS (Grand Rounds, Tumor Board, M & M, etc)
All Speakers/Planners
· Faculty/ Speaker Disclosure & Verification Form:  Every Speaker
The speaker must fill out one of these forms indicating if he/she has any type of financial interest or other relationship with any pharmaceutical company or industry. The disclosure form must be signed and dated. The speaker must sign and date one of these forms indicating if he/she has any type of financial interest or other relationship with any pharmaceutical company or industry.  
· Commercial Support Standards: Every Lecture
This form is to be completed for each program.  You are to fill out the top portion; then have the faculty coordinator sign the form.
Evaluations and Attendance
· Sign-in Sheets: Every Lecture
All attendees must sign in to verify their attendance.  This form will be prepared by the RSS Coordinator and placed at the entrance of the meeting room.  Please include these sign-in sheets in your Grand Rounds binder.  
· Evaluation: Quarterly
This form will be prepared by the RSS Coordinator and should include the speaker(s) learning objectives.  This form should be distributed to attendees at Grand Rounds, collected and then summarized and filed in your binder.
· Faculty and Provider Disclosures to Attendees:  Every Lecture
The RSS Coordinator will complete this form for every speaker based on the information provided on their disclosure form.  The completed form must be distributed to all attendees before the speaker(s) presents.  
Sponsored Speakers (please send all these forms to CME Office)
· Letter of Agreement: 
This form is to be completed by the division Administrative Assistant.  If the commercial representative has questions regarding the ACCME guidelines for reimbursement, etc, please refer them to the CME office (x44963). The commercial support companies are not to pay the speaker directly.  ACCME guidelines dictate that all monies must be processed through the CME office.  Please have Commercial Support checks made payable to LLU CME.
· W-9 Form:  Sponsored Speaker
The sponsored speaker will need to complete and sign this form.

· Reimbursement Form:  Sponsored Speaker
This form is to be completed by the division RSS Coordinator.  ACCME guidelines dictate that all monies (honorarium and expenses) must be processed through the CME office.  The CME office will then reimburse the speaker.  The CME office will send you copies of the signed letter of agreement, sponsor’s check, speaker check request, and W9 for your files.  

Annual Audit

· Each year the CME office will contact you to arrange a time to meet with you and complete an audit of your course.  At this time please make sure: 
· All your paperwork is completed and filed in your binder
· The completed RSS checklist (Provided by your Physician CME Champion)
· Create a list with the following totals for your series:
· the total number of sessions 
· total number of CME hours 
· total number of physicians
· total number of non physicians
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