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Instructions to planner: Use this list to review your publicity and ensure that all required information is provided prior to sending it to USU CE for approval.  Insert:  ( if present
              Course Title: ______________________  
Course Dates:  ______________________
􀂃 
Activity Title 
􀂃
Activity start/end dates & location 
􀂃
Provided by:                                                             
􀂃
 __ Direct or ​​​__ Joint (includes list of all cosponsors:_________________)
􀂃
Overall Purpose or Goal 
and/or 
□ Learning Objectives (measureable)
􀂃
Intended Audience (if psychologists, note instructional levels: introductory, intermediate, or advanced)
􀂃
Agenda  or    􀂃   Content description
􀂃
Disclosure information
􀂃
Faculty with name, degree, job title and agency (do not use “Dr.”) If your organization prohibits any of this information, please inform us in writing
􀂃        American Disabilities Act (ADA) Statement
􀂃
Acknowledgment and List of Commercial Supporters (if nurses, must include non-endorsement)
  ( or   (NA
􀂃
Continuing Professional Education Statements 
__Physicians 
__Nurses (must include requirements for successful completion)  ___Hospital Executives  __Psychologists  (include number of CE) __Social Workers   ___Pharmacists
􀂃
For information, contact:  (**See next page for examples)
􀂃
Registration form

􀂃         Fees and refund policy (required for psychologists CE)
Optional but desirable

􀂃
Website url

􀂃
Activity or Course Director name, degree, job title, and agency

􀂃
Planning committee list with name, degree, job title and agency

􀂃
Written disclosures of all in a position to influence content  
	For CHE Internal Use Only

Item: ​​​___________

Approved by​​​​​​ ____________________________    Date: __________


Note: Financial relationships of faculty and planners must be disclosed prior to the start of the activity. If possible,      include on the promotional materials  (ACCME Criteria 13,14)
Additional Requirements for Enduring Materials:

􀂃 Principal faculty and their credentials 

􀂃 Medium or combination of media used; 

􀂃 Method of learner participation in the learning process; 

􀂃 Estimated time to complete the educational activity (same as number of designated credit hours); 

􀂃 Dates of original release and most recent review or update; and 

􀂃 Termination date (date after which enduring material is no longer certified for credit).

Publicity and Promotional Material Requirements and Examples

Instructions to planner:

Specific information shown in bold below must be communicated to learners prior to the start of the activity so the learners can integrate this important information into their decisions about participating in the activity and about how to use the information they are receiving. Although formats for the delivery of education might vary from live to internet to other, you are always required to communicate this information to learners before the learners start engaging in the learning activity.  This applies to websites, emails, letters of invitation, brochures, posters, fliers, etc.

Activity title, Activity start/End dates & Location, Hosted/Provided by__

Overall Purpose or Goal and/or Learning Objectives
Example: The planning committee for this activity has determined that our SOF assets require accurate, timely, mission specific training as our county continues the war on terrorism. Such training must now extend beyond the academic to include the specifics of practicing field medicine in the operational area.
Learning Objectives
At the conclusion of this activity, participants will be able to:

Intended Audience
Example: This educational activity is designated for special operations physicians, military SOF personnel and their civilian counterparts. No special prerequisites are required to attend this educational activity.

Agenda or Content Description – (APA: when mixed audience includes instructional level intro/intermediate/advanced, denote which sessions are for psychologists with multiple sessions)
Principal faculty with name, rank, degree, job title and agency 

Disclosure
All planners, faculty, reviewers, and others in a position to influence content will complete the disclosure process and report relevant financial relationships with any commercial company or product that may be discussed as well as any planned discussion of non-FDA approved products or uses.  The Uniformed Services University of the Health Sciences (USUHS) employs appropriate mechanisms to resolve potential conflicts of interest and provide fair and balanced education.  Questions about specific strategies can be addressed to the USUHS at continuingeducation@usuhs.mil.

American Disabilities Act (ADA)
If you require any special arrangement to attend and fully participate in this educational activity please contact <insert name> at < insert number +/or email > for special requests no later than < insert desired deadline date>. 

Acknowledgment of Commercial Support
Example: The Special Operations Medical Association gratefully acknowledges the unrestricted educational grants provided by the following <insert list here>.  

Continuing professional education credit statements and other required text for each health profession receiving CE from USU (refer to attachment)
Registration information and fees/refund policy (required for APA/psychologists) 

For further information, contact:
=====================================
Enduring Material requirements:

Principal faculty and their credentials, Medium or combination of media used, Method of learner participation in the learning process, Estimated time to complete the educational activity (same as number of designated credit hours), Dates of original release and most recent review or update 

Termination date (date after which enduring material is no longer certified for credit)

Uniformed Services University Logo/Seal/Brochure Requirements
http://www.usuhs.mil/webmaster/template/imagestemplates.html#seal
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Please refer to the USU guidelines, templates, and resources located at this url for definitive guidelines.

Images and Templates for Download

The following images and templates are being provided to assist in standardizing presentations, posters, web pages and other media. Please feel free to submit requests, suggestions and concerns about the use of logos, seals and templates to the webmaster (webmaster@usuhs.mil).
 
Questions and Answers about the new logo, use of USU seal and business cards
 
In ALL cases, review guidelines (below) before using images or templates.

Guidelines

· Branding Guide 

· Use of Logo and Seal (includes brand & business card specifications) [PDF] 

· Business Card SOP 

· Business Card Specifications 

Tri-fold Brochure templates:

Publications at USU should follow university Branding and sub-branding guidelines. Tri-folds in Word format are available for five separate levels of sub-branding.
 
What are these levels about? Using tri-fold brochures with levels ensures that the School, Program or Center also indicates where it falls within USU:

· Level 1- Branding at the University level 

· Level 2- Branding at levels of AFRRI, Brigade, GSN, SOM, USMCI 

· Level 3- Branding within secondary levels (1st step) 

· Level 4- Branding within secondary levels (2nd step) 

· Level 5- Branding within secondary levels (3rd step) 

For more information on branding and sub-components, please contact the webmaster  <webmaster@usuhs.mil>
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