MEDICAL SOCIETY OF THE STATE OF NEW YORK
Sample Letter to Exhibitors
<Date>

<Name of Commercial Interest/exhibitor
Address>

Dear <name>:

We are pleased to confirm that your company will be represented in the exhibit area at our upcoming CME activity, <name of activity>, to be held <date>, in <location>.

As an accredited CME provider, <name of accredited provider> is governed by the Accreditation Council for Continuing Medical Education and Medical Society of The State of New York’s Standards for Commercial Support of Continuing Medical Education.  In accordance with these standards, <name of accredited provider> has established the following policies for commercial exhibits held in conjunction with its educational activities:

· Arrangements for exhibits may neither influence planning nor interfere with the presentation of the educational activity.

· Exhibits cannot be a condition of the provision of commercial support for CME activities.

· Commercial/promotional materials may not be displayed or distributed in the same room immediately before, during, or immediately after the CME activity.

· Representatives of commercial supporters and exhibitors may attend the CME activity if they wish, but may not engage in sales activity in the room where the educational activity is held.

In order to meet requirements of the standards and to maximize benefits to you as an exhibitor, we have made the following arrangements for exhibitors at our conference:

· Exhibits will be placed in <room/area of hotel, etc.> which is <next door; adjacent to, etc.> the educational activity.  Exhibits may be displayed between the hours of <time>.

· To encourage participants to visit the exhibits, refreshment breaks will be placed in the exhibit area and all exhibitors will be listed in the conference brochure and/or final syllabus.

We appreciate your support and would welcome your comments and suggestions regarding our exhibit arrangements.

Sincerely,
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