MODULE 2: Introduction: Disclosure Process  
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1. Welcome to Module 2: An Introduction to the CME Financial Disclosure process.  
2. In this learning module we will review the financial disclosure process and how we can use our Smartsheet technology to ease the collection of this information. 
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1. At the end of this module you will be able to: 
· Identify how the financial disclosure process improves communication and process flow time 
· Interpret the different scenarios that might arise from utilizing the financial disclosure process tools within your Smartsheet Activity Schedule 
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1. To comply with ACCME Standard 3 Identify, Mitigate, and Disclose Relevant Financial Relationships, we must collect financial disclosures not only from the planning committee of the CME activity, but also the speaker for your activity.  
2. The CME office has developed a form located in your RSS training course that we require speakers to complete prior to their speaking date.  
3. As part of your activity coordination duties, and alignment with our ACCME accreditation policies, we ask that you obtain a response from all your activity speakers 2 weeks before the activity session date. 
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1. To ensure that you as the activity coordinator and us as CME coordinators can track this process, we have established several columns within your Smartsheet Activity Schedule.  
2. As you are updating your Smartsheet Activity Schedule with the information for each of your activity dates, be sure to add the email address of your speaker instead of inputting their name. 
1. By adding the email address of your speaker, the Smartsheet software will be able to sort through the financial disclosures we have on file and report: 
1. the response from your speaker’s financial disclosure form 
2. the expiration date of their financial disclosure and 
3. the number of days between your activity date and that speaker’s financial disclosure expiration date.   
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1. After you input your speaker’s email address, there are four different scenarios that might occur. Let’s take a look at these different cases: 
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1. In example 1, I’ve inputted my speaker email address and Smartsheet reported back that this speaker has a financial disclosure form on file where they’ve disclosed no relationships and their disclosure response will not expire until X DATE which is X DAYS after my activity date. There is nothing further that we need to do in example 1. 
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1. In example 2, I’ve inputted my speaker email address and Smartsheet reported back that this speaker has a financial disclosure form on file AND has disclosed a financial relationship. If this occurs, you will see the yes disclosure response turn red. Before our office can provide the text in code in this example, our CME office will reach out to your speaker to determine if the financial relationship is relevant and complete any necessary mitigation steps. You will be copied on any emails sent to your speakers. 
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1. In example 3, I’ve inputted my speaker email address and Smartsheet reported back that there is a financial disclosure form on file HOWEVER, as indicated by the yellow number, this form expires on DATE, which is X DAYS before my event. In this case, we ask that you as the activity coordinator reach out to your speaker to ensure that they complete a new form PRIOR to your activity date. If your speaker still has not completed a form a week prior to the activity date, they will receive an automatic email that looks like.... 
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1. Our final example shows what will happen if we do not have any file on record for your speaker. If after you’ve inputted your speaker email and Smartsheet reports back #NO MATCH, Smartsheet will automatically send an email to the speaker email address you entered requesting that they complete a form. We also recommend that you as the activity coordinator reach out to them to ensure they’re on the lookout for this email. 
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1. Lastly, once you’ve inputted your speaker’s email address be sure to indicate the disclosure method. This can be a verbal statement or a presentation statement. 
· Per ACCME standards, speakers must disclose to learners before the activity the presence or absence of any relevant financial relationships.  
· If a presentation statement is selected, we offer template PowerPoint slides found on the training homepage. If a verbal statement is selcted we also offer templated language. For assistance with this, we’ve uploaded additional guidance to the training homepage. Furthermore, an automatic email will be sent to both you and your speaker 1 day before your activity date at 8am with this guidance. 
· As always, if you ever encounter any difficulties with the financial disclosure process, please reach out to our office. This concludes Module 2. Please progress forward to Module 3.  

