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(date)
Dear Course Faculty,

RE:  (title and date of event)
Thank you for agreeing to work with (course director name) from the (department or division name) at Saint Louis University School of Medicine for this CME activity. We look forward to this activity making an important contribution to the continuing professional development of our learners and to your professional practice. When you make your decision to participate as faculty, please remember that some of our activities are supported fully or in part by unrestricted educational grants from commercial interest. If you would like more information on what companies have agreed to support this particular activity please contact the course director.
Accreditation:  Saint Louis University School of Medicine is accredited by the Accreditation Council for Continuing Medical Education (ACCME).  As an accredited provider of continuing medical education, we have made the choice to meet ACCME expectations for our practice of continuing medical education. Our accreditation is important to us. We look forward to working together to provide CME of the highest standard. 

Relevant Financial Relationships with Commercial Interests:  Saint Louis University School of Medicine has implemented a process where everyone who is in a position to control the content of an education activity must disclose all relevant financial relationships with any commercial interest. For this purpose, we also consider the relevant financial relationships of your spouse or partner that you are aware of to be yours. If it is determined that a conflict of interest exists as a result of a financial relationship you may have, the conflict of interest will need to be resolved prior to the activity.  In this event, we will contact you to discuss strategies to resolve the conflict of interest.

Other Payments for Participation in CME activities:  SLU CME follows The Standards for Commercial Support as outlined by the ACCME in 2004:
“The provider, the joint provider, or designated educational partner must pay directly any

teacher or author honoraria or reimbursement of out-of–pocket expenses in compliance with

the provider’s written policies and procedures.”

Therefore, you are not allowed to take payment from anyone other than those listed in the statement above. If you are approached by a commercial supporter or device company offering you payment for your participation please notify the CME office prior to the activity.
Saint Louis University expects that the content or format of CME activities and related materials will promote improvements or quality in healthcare and not a specific proprietary business interest of a commercial interest. We employ several strategies to ensure the absence of commercial bias and you are integral to their successful implementation. We also remind you that CME must give a balanced view of therapeutic options.  Use of generic names will contribute to this impartiality. 
We ask all course presenters/planners to please complete the enclosed disclosure form and return it to our department by deadline date. This information is needed to move forward to the next steps in planning this CME activity. If you refuse to disclose relevant financial relationships, you will be disqualified from being a part of the planning and implementation of this CME activity.

Unapproved Uses and Preliminary Research Data: You are also required to disclose your intentions to discuss the use of a pharmaceutical or medical device that is not approved for the use under discussion.  Please provide this information on the enclosed disclosure form.

Content Validation:  Saint Louis University School of Medicine expects that all of its CME program will adhere to the ACCME content validation value statements. Please complete the validation of content and HIPAA form to prove your understanding of these requierments.
 Specifically:

1. All recommendations involving clinical medicine must be based on evidence that is accepted within the profession of medicine as adequate justification for their indications and contraindications in the care of patients.

2. All scientific research referred to, reported or used in CME in support or justification of a patient care recommendation must conform to the generally accepted standards of experimental design, data collection and analysis.
3. Providers are not eligible for ACCME accreditation or reaccreditation if they present activities that promote recommendations, treatment, or manners of practicing medicine that are not within the definition of CME, or know to have risks or dangers that outweigh the benefits or known to be ineffective in the treatment of patients.  An organization whose program of CME is devoted to advocacy of unscientific modalities of diagnosis or therapy is not eligible to apply for ACCME accreditation.
Please contact us if you do not feel your presentation can meet these standards.  

Handouts/Slides:  
Educational materials that are a part of this activity, such as slides, abstracts, and handouts, cannot contain any advertising, trade names, or product-group messages. 
Please provide your handout materials and/or slides by date.
· Include references for all clinical recommendations within these materials to validate the content of the material
· Include your disclosure statement on your second slide.
· Send slides in PowerPoint format with a white background (for copying/sharing purposes)
· You may send your Power Point presentations to me directly or through http://www.slu.edu/channel/send.html.   Please include the name of the course in the message box.

Audiovisual Needs:  We will provide standard Power Point equipment to include computer, data projector, projection screen, pointer and microphone.  Please let us know if you have additional needs.

Travel and Lodging for out of town faculty: We will anticipate your arrival on date, and departure on date following your presentation.  Please forward your airline travel itinerary and hotel needs at your earliest opportunity.  We will make your hotel reservation with charges to our master account for your convenience.  Please make your own airline reservations at least 21 days in advance to take advantage of discounted fares available for advance reservations.   The university will provide coach class fares only. Faculty travel policy is attached for your review so you will know the parameters of what we will be able to reimburse you for.
Please complete and forward required documents as listed below to insert contact email address.
Note the deadline dates--SLU CME office needs the required documents in order to apply for continuing education credits.

Forms and Information Requested: 

The following items are needed by (date) 

Current CV

Faculty Disclosure Form (form attached)
Content Validation and HIPAA Form (form attached)
Permission form to share presentation (form attached)


Audiovisual needs
The following items are needed by (date)

Airline Itinerary


Power Point Presentation 

We will look forward to receiving the above items and to your participation in this program.  
Please feel free to contact us if you have questions in the meantime. 

Sincerely,

(Your contact information and signature)
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