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	Responsibility 
	Actions

	

☐
	Preapplication/Activity Application for New RSS Activity
	· Each RSS activity must have its own preapplication (initial step), followed by an application 
· Disclosure forms from course directors, coordinators, planning committee and anyone in a position to control content are due with the preapplication
· Be sure that Speedtype is included in the application
· Discuss planned activity with Associate Dean of CME, if needed (initiated by OCME)

	☐
	Approval Letter
	· Sent via DocuSign 
· Service fee will be processed after signed
· Resources for managing RSS will be provided with approval letter (CC should save all enclosures for reference)

	

☐
	Faculty Disclosure Form
	· Need to be completed at least 2 weeks prior to the course
· Failure to return a faculty disclosure form is equivalent to refusing to disclose and may result in disqualification of faculty and reduction of CME hours
· Review list of ineligible companies from all disclosure forms and identify those with products/services that are related to the CME activity content; OCME will review disclosures as well
· Please contact OCME with questions about disclosed relationships

	☐
	Promotional Materials and Marketing
	· No logos/slogans/pharmaceutical name brands may be included on CME content
· Need to include all statements found on the ‘Sample Flyer’ 
· Refer to the RSS Reference Guide for exact verbiage for all statements (pgs. 3-4)

	


☐
	Content Validation Form
	· Collect educational material ASAP (e.g., slides or handouts) at least 1 month prior to course
· Course director should review all materials prior to dissemination for content bias and commercial bias
· Ensure materials do not contain advertising, logos, trade names or product messages
· Submit validation form annually 

	☐
	Documentation 
	· Weekly, Monthly, Quarterly and Annual requirements per RSS guide 
· All documentation is now submitted through Teams on your organization’s channel in the respective folders.
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