
UCSF CME GRAND ROUNDS AND OTHER REGULARLY SCHEDULED CONFERENCES

Paperwork Submission Guidelines

Credit Request Packets:

· Deadline Each Fiscal/Academic Year:  June 1st
· Complete Credit Request Packet Contains:

· Credit Request Form (completed; signed by activity chair and department chairs)

Professional practice gap narrative:

· Prior year’s Evaluation Summary (if a repeat activity); and
· Announcement (sample of proposed announcement) including:

· Course number and title; date, time, and location

· Purpose and/or objectives

· Accreditation and designation language (formatted correctly in 2 paragraphs)with trademark
· Faculty disclosures (commercial affiliations and planned off-label/ investigational presentations)

· Commercial support acknowledgement (if commercial support will be sought)

· Evaluation Form (prior years completed evaluation report or sample evaluation form)

· Projected Budget (for the current year for which you are applying for credit)

· Prior Year’s Final Financial Statement (for the prior year’s series if a repeat activity) showing all final revenues and expenses for that year

· Commercial Support Agreement (sample; if commercial support will be sought list of intended supporters)

· Faculty Disclosure Form (sample of UCSF form and proposed method for disclosing information to participants – e.g., written announcement, slide, or sign-in sheet)

Semi-Annual and Annual Reports:

· 6 Month (covering July 1 through December 31):

· Deadline Each Fiscal/Academic Year:  January 31st 
· Announcements:

· 1 copy of each weekly, monthly, or quarterly announcement; UCSF OCME will use to:

· Formally verify for ACCME and AMA purposes the hours your series was held and the number of credits to be awarded by your series

· Compare your speaker and commercial supporter lists to faculty disclosure forms and other required items (see “credit request packet” above)

· Attendance Summary:

· Summarize sign-in sheets

· Do not send individual sign-in sheets from single weekly or monthly sessions unless these contain faculty disclosure information

· Commercial Support Agreements (if commercial support was obtained)

· Evaluation Summary:

· Summarize results of evaluation forms

· Do not send individual participants’ evaluation forms to OCME

· Faculty Disclosure Forms:

· Completed, signed UCSF Faculty Disclosure Forms for each activity chair, moderator, and speaker presenting during this period

· Copies of documentation showing faculty disclosure information conveyed (commercial relationships and off-label/investigational information presentation) for each activity chair, moderator, and presenter (written announcements, slides, or written attestations)

· Completed, signed content validation forms for all potential conflicts of interest.
· 12 Month (covering January 1 through June 30):

· Deadline Each Fiscal/Academic Year:  July 31st 
· All of the items listed above under 6 month reports + a final financial statement for the year showing all final revenues obtained and expenditures made for July 1st through June 30th 
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