RSC Checklist
To be completed and submitted to OSMA for each RSC meeting

Department name and title of RSC: ________________________________________________
Date and time of presentation: ____________________________________________________
Title of presentation: ____________________________________________________________
Name of presenter: ______________________________________________________________
Please complete the following prior to your RSC meeting 
(*indicates a copy of the item needs be submitted with the checklist):
·      Enter general conference information in CME Database.
·    *Faculty Letter Sent to speaker to: Notify the need to comply with ACCME Essential Areas and Policies on Commercial Support (include disclosure form with letter), provide faculty your RSC purpose or objectives, inform faculty of any commercial supporters, inform faculty of the target audience, and confirm time/date/location.
·  
*Disclosure form Completed by speaker prior to the activity. Then, attach disclosure form to the 
sign in sheet for participants to be made aware of the speakers disclosures.
·  
*Accreditation and Credit Designation Statements must be visible on every flyer, email, website, or any type of announcement of the CME activity. Please add Sandy Deeba to announcement mail/email lists.
·  
*Letter of Agreement (when applicable) When any form of commercial support is used, an LOA  

must be prepared and signed by the CME Coordinator Sandy Deeba.  Please arrange with Sandy  in advance. Check one of the two boxes:

· Arrangements were made with Sandy and an LOA is on file at the OSMA Office of CME.
· There was no commercial support for this meeting so an LOA is not applicable.
·  
*Budget remains complete and updated Any changes to the budget must be submitted. If there are no changes at this time, check the box and continue.
Will food be at this activity? 

· No    □ Yes, paid for by__________________________________________________

·  
*Sign in sheet 
Must be legible. Participants must sign to verify attendance in order to receive credit and to verify disclosure was made to the participants (even if there is nothing to disclose). Please see sign in sheet template in your guidebook for the appropriate wording.
Please complete the following after your RSC meeting 

(*indicates a copy of the item needs be submitted with the checklist):
·  
 Enter attendance in CME database. 
· 
*Evaluations. Summaries of evaluations are preferred.
---------------------------------------------------------------------------------------------------------------------------------
Please send completed checklist and all necessary documents to: Sandy Deeba at the OSMA,

  601 N. Grand Blvd., Oklahoma City, OK  73118:  405-843-9571or FAX: (405) 842-1834.

 Call or email with questions: (800) 522-9452, deeba@osmaonline.org

