Letterhead
Date
Dear Dr XXXXXXXX:

On behalf of <<enter your department here>>, I would like to thank you for agreeing to participate as a speaker at the <<enter CME event>> on << enter date>>.  The topic of your presentation is << presentation topic>>. The activity will be held at <<enter location>> from <<enter time>>.  
Drexel University College of Medicine, as the Accredited Provider, requires that CME activities be balanced, independent, objective, and scientifically rigorous. The presentation must be free from commercial bias, promote quality healthcare and be based on evidence accepted within the medical profession. The requirements for speakers are outlined in the attached Guidelines for Speakers Presenting at Drexel University College of Medicine CME Activities. 
We ask your cooperation in meeting compliance requirements.  Please review the procedures, complete the Disclosure of Relationships and Declaration Form which is available online at http://www.drexelmed.edu/CMECOI. DUCOM faculty can log-in using their DUCOM User ID and password. Non DUCOM  speakers must call 215-762-2583 to obtain log-in information.   In Section I indicate whether or not  you or your spouse/partner had a relevant financial or other relationship with a commercial interest (which is any entity producing, marketing, re-selling, or distributing health care goods or services consumed by, or used on, patients) within 12 months prior to the educational activity?  If you answer “yes” to any question in Section I, then complete Sections II and III. Fax the Disclosure to the CME office at 215-762-2589 and a copy to <<name of Activity Director >> at <<fax number>> as soon as possible, but no later than eight weeks prior to the activity.  Speakers who fail or refuse to submit the required documentation will not be able to participate in the activity.

We are required to inform the audience of the learning objectives established for this CME activity. Please forward to me two or three objectives for your presentation and your curriculum vitae. For your convenience, guidelines on preparing objectives are enclosed.  

Thank you in advance for your cooperation.  If you have any questions, please feel free to contact me at <<contact information>>.  We look forward to seeing you on << enter date>>.   
Sincerely,

CME Activity Director/CME Activity Coordinator
Enclosures:  Disclosure of Relationships and Declaration Form
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