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Promotional Materials Checklist
Our goal is to provide adequate advance information to prospective learners enabling them to be informed consumers of continuing education activities. We promote and advertise each continuing education activity in accordance with the ACCME, ACPE, and University criteria for quality educational programming. UKHCCEC must review and approve all materials before distribution. 
Promotional materials such as brochures, flyers and e-blasts must contain:

 FORMCHECKBOX 
Location, date, and time of the activity
 FORMCHECKBOX 
Title of the activity 
 FORMCHECKBOX 
Learning objectives* (UKHCCEC will provide LO guidelines)
 FORMCHECKBOX 
Target audience

 FORMCHECKBOX 
Faculty members with credentials, title, position
 FORMCHECKBOX 
Registration fee and refund policy (if applicable) Indicate if there is NO FEE. Not applicable for Regularly Scheduled Series.

 FORMCHECKBOX 
Payment methods and refund policy (if applicable) 
 FORMCHECKBOX 
Registration options (if applicable)
 FORMCHECKBOX 
Cancellation statement (if applicable) (UKHCCEC can provide an example.) Not applicable for Regularly Scheduled Series.
 FORMCHECKBOX 
Activity agenda (none needed for an activity offering one hour of credit or less.)
 FORMCHECKBOX 
Accreditation designation, and responsibility statements ** (UKHCCEC will provide.) 
 FORMCHECKBOX 
UK and CECentral logo (UKHCCEC will provide). Please note they cannot be used together. 
 FORMCHECKBOX 
Equal employment opportunity statement (UKHCCEC will provide.)
 FORMCHECKBOX 
Disability statement (requesting that participants state if they need special accommodations)

 FORMCHECKBOX 
Acknowledgment of any organization(s) providing financial support if known at time of distribution (no logos or slogans are permitted.)

 FORMCHECKBOX 
Disclosure statement or disclosure summary if disclosures received beforehand and space permits (UKHCCEC will provide.) 
 FORMCHECKBOX 
Hotel accommodations (if applicable)

 FORMCHECKBOX 
Name of joint provider with logo, if applicable (UKHCCEC will provide verbiage)
 FORMCHECKBOX 
ACGME Competencies (if offering AMA credit)
For Home Study/Enduring Internet Activities:
 FORMCHECKBOX 
Dates of initial release, most recent review and expiration
 FORMCHECKBOX 
Hardware Requirements
 FORMCHECKBOX 
Software Requirements
 FORMCHECKBOX 
Internet: Connectivity and minimum connection speed the learner must have
 FORMCHECKBOX 
Provider contact information
 FORMCHECKBOX 
Policy on Privacy and Confidentiality
 FORMCHECKBOX 
Copyright statement
Date Savers or Brief Flyers
AMA

If preliminary information only is included (date, location, title, keynoter, topics) and the activity has been certified for credit, the following statement may be used: “This activity has been approved for AMA PRA Category 1 CreditTM” without stating the exact credit amount. In addition, you may also add “Please visit (insert web link) for complete activity and registration information”. If specific information is included such as the agenda, speakers, objectives and credit amount, the full accreditation, designation, and responsibility statements must be used. If a date saver has only preliminary information, planners may choose not to include the accreditation, designation, and responsibility statements due to space constraints. Never state that “AMA PRA credit has been applied for.”

ACPE
Save-the-dates must adhere to the statement of credit policy only if it offers the opportunity to participate, purchase, or register for the CPE activity. The ACPE logo with provider statement may be used or providers may indicate “This activity is eligible for ACPE credit; see final CPE activity announcement for specific details” or “Please visit (insert web link) for complete activity and registration information.”  Planners may choose not to include the statement of credit on save-the-dates due to space constraints if there is no opportunity to register for the activity. Never state that “ACPE credit is applied for”.

* For multi-day activities offering ACPE credit, the overall activity LOs may be listed instead of individual session objectives.
**ACPE accreditation statements must include the ACPE logo, a full description of all requirements established by the provider for successful completion of the activity and receiving a certificate of continuing education credit, the amount of CPE credit specified in contact hours or CEUs, Universal Activity Number (UAN), and the appropriate target audience designation in the activity UAN. For activities with individually accredited sessions, include each UAN with session title.
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