MEDICAL SOCIETY OF THE STATE OF NEW YORK
Educational Sponsorship Agreement
PLEASE REVIEW AND RETURN SIGNED COPY WITH YOUR APPLICATION

Step I
Applicant must contact MSSNY’s Office of Continuing Education at least three (3) months prior to the date(s) of the educational activity to schedule a planning meeting.

Step II
A planning meeting must be held to discuss preliminary program agenda, faculty, and budget. It is suggested that all programs should have at least 2 physicians on the planning committee.

Step III
The completed application for AMA PRA Category 1TM credits and all supplemental documents are submitted to the MSSNY Subcommittee on Educational Programs of the Committee on CME for review and approval or disapproval.  Payment should accompany the application.

All educational requirements for this CME activity are the responsibility of the organization making the application. 

Step IV.
Planning and submission:  Check off items submitted within this application: 
_______Planning Committee minutes
_______Application form completed

_______Agenda with start and end times of the activity
_______Faculty List


  ____Copy of the invitation letter sent to the faculty speaker(s) with educational objectives 

____”Relevant Financial Relationship” form completed by ALL planners/presenters
      ____CV or bio for each faculty member.
_______Preliminary Budget, including all financial support by donors.
_______List of Commercial Supporters and/or exhibitors. 

____MSSNY Written Agreement for Commercial Support (MSSNY must sign - Accredited Provider)

_______Overview of presentation or copy of slides

_______Printed brochure / activity advertisements with use of MSSNY accreditation statement
_______MSSNY-approved Certificate of Attendance for MD/DO and non MD/DO participants
_______MSSNY-approved evaluation forms for MD/DO, non MD/DO-participants and speakers
There are MSSNY templates for all these requirements. Other than the commercial / financial documents, requirements can be met via written planning meeting minutes along with supplemental planning documents. 

Step V.
Implementation: Must submit ALL draft copies of brochures and advertisements to MSSNY’s CME office for approval prior to printing.  

Note:
MSSNY and the non-accredited organization(s) seeking joint sponsorship are the sponsors. All commercial supporters should be acknowledged as supporters, not sponsors, on all printed materials.

Direct payment to faculty by commercial supporters is prohibited. 
Financial support received as an exhibitor fee will not require documentation via a “Written Agreement for Commercial Support” form but should be included in budget information. Only those providing direct financial support (i.e., unrestricted grant, etc.) are required to complete a “Written Agreement for Commercial Support”.

For Enduring Materials  - (videos, audio, printed materials and online CME activities) the label, letter or website that accompanies the enduring material must include the following:

· target audience of physicians

· needs addressed and specific learning objectives

· topics and educational content

· principal faculty and their credentials

· medium or combination of media used

· method of physician participation in learning process

· estimated time to complete the activity (same as number of designated credits

· date of original release and of most recent review, update or approval

· evaluation methods.

Step VI.
Applicant receives a written report of the Subcommittee’s decision.

Step VII.     
Evaluation: The following materials are due in MSSNY’s CME office four (4) weeks after completion of the activity or series:

· Actual attendance list of MD/DO’s and non-MD/DO’s including total numbers 

· MD/DO-only evaluation and faculty evaluation summary 

· One copy of the syllabus and handout materials 

· A final budget report including all industry support information

· The MSSNY monitor’s evaluation form 
FEES:

Joint Sponsorship Fee:
  $700 plus $75 per credit 

Activity Review Fee:  If MSSNY sends a monitor to perform an activity review, it is the responsibility of the Provider to pay the monitor’s expenses.  This includes registration fees and any travel expenses incurred.  An invoice with original receipts will be sent after the activity is held.  

I have read and understand my responsibilities ________________________________________________.








     Program Coordinator

        Date

Notes:
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