You have identified a pharmaceutical or medical device company (i.e., a commercial interest) to provide you with
funds to support your educational activity! UAB administration wants to help you accept this support, but in order
to comply with all relevant rules, regulations, and guidelines, it must be processed in a very step-wise fashion. All
steps MUST be completed PRIOR to your educational activity taking place. Please use the following flowchart to

help you identify the proper steps:

The School of
Medicine Guidelines for
Relationships with
Industry preclude you
from accepting this
commercial support.

Offer the commercial interest the standard
UAB LOA. Send it to your contact at the

commercial interest for signature PRIOR to
routing it through UAB channels. (Please
contact CME if you need assistance with

completing the form — 4-2687). Once you

representative’s signature on the document,
route it, along with the Joint University
Routing Form, to Lori Parsons (4-0387) in

The LOA must be routed to Lori Parsons
(4-0387) in the Office of Procurement, along

=
[
8 1) Is your educational activity certified for CME credit?
=
o /\ STOP HERE!
Yes No ———p
S
_§ 2) Does the commercial interest require that you
Complete the grant application, but do NOT § complete a grant applicatign (either in print or online) in
submit it. Your application must be reviewed by £ order to receive the support?
the Office of Grants and Contracts (OGCA) prior o
to submission. You will need to:
« Fill out an Extramural Checklist;
« Create a three-line UAB budget (showing direct,
indirect, and total costs, with the indirect costs
calculated at the appropriate on-campus or off- €—— | vygg No
campus rate), and
« Attach a copy of the grant application.
» Send the packet to OGCA.
You may contact Randy Judd (4-5266) in OGCA £
for more information. _
‘ 5 é 3) Does the commercial interest have a particular letter
& g| of agreement (i.e., contract) template that it requires
do UAB to sign?
The terms of that LOA will determine the manner /\
in which it ought to be routed through UAB for < Yes No »
signature. have the commercial interest’s
_ |4) Does the LOA include EITHER a clause that indicates the Office of Procurement.
5 é that the commercial interest reserves the right to audit
Sy the financial records related to this support OR a
The LOA must be routed through the OGCA.You will 8 E clause that indicates that any of the.un.used funds must
P be returned to the commercial interest?
« Fill out an Extramural Checklist;
« Create a three-line UAB budget (showing direct, /\
indirect, and total costs, with the indirect costs
calculated at the appropriate on-campus or off- < Yes No »
campus rate), and with the Joint University Routing Form.
« Attach a copy of the grant application.
» Send the packet to OGCA.
You may contact Randy Judd (4-5266) in OGCA for *
more information.
| 2 | 5) Do you have a fully executed LOA in hand, having
p & routed it appropriately through UAB channels with <
@ signatures from BOTH parties?
Yes No
until your answer is YES.
We are sorry, but this l
support may no longer = ) .
be accepted. ACCME Standards E 6) Has your educational activity already taken place?

for Commercial Support require that
a signed LOA exist PRIOR to the
educational activity taking place. To
accept this support now would be to
revoke the CME certification of your
event. (Further, without CME
certification of your event, acceptance
of these funds would violate the
SOM Guidelines for
Relationships
with Industry.)

You will need to work with the Office of Grants and
Contracts to open a designated grant account in
which to deposit this support. If it is urgent that you
deposit this support and begin spending the funds,
an “At Risk” account may be arranged. Randy Judd
in OGCA (4-5266) can assist you in working with the
Accounting branch.

Follow up with either Randy Judd (4-5266)
or Lori Parsons (4-0387) to determine where

| the process has been delayed. Repeat #5

T

Yes No

You may now, and ONLY NOW, accept the
support from the commercial interest.
Please note that this support MUST be in
the form of a check made payable to UAB.
Commercial supporters may NOT pay any
of the expenses of a CME-certified activity
directly

Deposit

7) Was your LOA routed through the Office of Grants
and Contracts?

Funds

— T

Yes No

Because your LOA was routed through
the Office of Procurement instead of

OGCA, you may deposit the check from
the commercial supporter into your
departmental or other account.

v

Acknowledge

8) Acknowledge this support to the participants of your educational activity. There are several methods of doing so, but
printing it on promotional materials (brochures, flyers, etc.), including it in emails to participants, or displaying it on the sign-
in sheet/table, are all acceptable means of communicating this important information to your participants.

v

Congratulations, you have succcessfully completed all steps necessary to

process commercial support for your educational activity!




