SAMPLE SPEAKER LETTER 

WITH CME REQUIREMENTS HIGHLIGHTED

Dear Speaker:

On behalf of the American Association for Clinical Chemistry and the XYZ Conference Organizing Committee, we thank you for agreeing to speak at the XYZ Conference, scheduled for XYZ dates in XYZ location. . 

Conference Purpose

This conference will cover topics ….. Specific course objectives include …..Most conferences attendees will be of XYZ background, working in XYZ places of emplyment…… etc. 

Presentation Requirements

You are being asked to present a lecture on XYZ topic…

We will be submitting an application to request AMA PRA Category 1 CreditsTM for this continuing medical education (CME) activity.  To comply with accreditation standards for a CME activity, your presentation must meet the following requirements:

· the presentation must offer information that is generally recognized and accepted by the profession as within the basic medical sciences, the discipline of clinical medicine, and the provision of health care to the public.  

· any recommendations involving clinical medicine must be based on evidence that is accepted within the profession of medicine as adequate justification for their indications and contraindications in the care of patients.

· any scientific research referred to, reported or used in support or justification of a patient care recommendation must conform to the generally accepted standards of experimental design, data collection and analysis.

· the presentation may not promote recommendations, treatment or manners of practicing medicine that are: not within the definition of continuing medical education; or are known to have risks or dangers that outweigh the benefits; or are known to be ineffective in the treatment of patients.

· the presentation must promote improvements or quality in health care and not the products or services of any specific company 

· the presentation must be fair and balanced, and the use of generic names is encouraged.  If a trade name is used, where available, trades names from several companies should be used, not just from a single company. . 
What to Do Next 

Attached are the speaker guidelines and forms for you to complete.   Please review the guidelines carefully, and return the forms to XYZ person by XYZ date

Please note that one of the forms is the disclosure form.  To comply with the accreditation standards for CME, you must complete and return this form by the deadline. Refusal to submit a disclosure form will result in the conference organizing committee having to find a replacement speaker.  

Your participation is important for the success of this conference, and we look forward to working with you.  Your return of all required forms by the stated deadline will be greatly appreciated. .

Sincerely,
