Association of Reproductive Health Professionals (ARHP)

Joint Sponsorship File Submission Checklist

Title of Activity: 


Date: 


The following items are REQUIRED to be submitted. Two copies of this information should be included in cases where nursing contact hours and pharmacology credit is offered. 

Materials Due Prior to Consideration of ‘Joint Sponsor Application’

· List of planning committee members

· Draft educational objectives

· List of program faculty and moderators


· Faculty CVs

· Faculty disclosure forms


· Faculty & planning committee content validation forms 

· Documentation for each needs assessment source identified

Materials Due Prior to Final Activity Approval

· Draft activity agenda with topics, speakers, and time


· Final educational objectives


· Evaluation form

· Final copies of all marketing materials

Materials Due After Activity (participants will be sent their CME certificates upon receipt of these materials)

· Evaluation results

· Planning committee minutes/notes

· Final activity budget

· Final copies of all participant packet materials

· Completed participant sign-in sheets, including degrees

· Electronic spreadsheet (in MS Word table format or Excel format) listing participants, degrees, and mailing addresses








