
FACULTY FORMS PREVIEW 
This document shows a sample of the forms, or tasks, that can be assigned to faculty to 
collect information. The Disclosure of Financial Relationships form is required of all 
activities with clinical content. The Speaker Agreement Form is required for all live 
activities (except RSS). 

Use the links below to preview forms of interest, or view screenshots of forms, starting on 
page 3: 

1. Disclosure of Financial Relationships (#42 Required) 
a. No preview 
b. To collect disclosure information as required by the Standards for Integrity 

and Independence in Accredited Continuing Education 
 

2. Speaker Agreement Form (#18 Required for Live Activities) 
a. Does not need to be used for RSS or Enduring Material activity types 
b. To consent to posting a PDF of presentation on the Web 
c. To consent to recording the presentation 
d. To attest to the use of Protected Health Information (PHI) 
e. To agree to specific terms for participating in UCSF CE Activities: 

i. Include a disclosure slide 
ii. Cite references to clinical evidence 

iii. Agreement to submit materials for peer review if required 
iv. Upholding balance and independence standards for CE 
v. Protecting PHI per HIPAA 

vi. Acknowledging the use of copyrighted material 
vii. Acknowledge that UCSF CME does not allow learners to record 

presentations or distribute presenter materials 
 

3. Agenda Review and Confirmation (#19 Recommended for Courses) 
a. To confirm presentation titles in the current agenda/program 

 
4. Audio-Visual Requirements (#14 Optional) 

a. To request any special audio-visual needs for the presentation. 
 

5. Hotel Housing Form (#17 Optional) 
a. Do not use with Traveler Profile form 
b. To request overnight accommodations requests, including arrival and 

departure dates. 
c. Includes UCSF Travel Guidelines for reference 

 



6. Traveler Profile Form (#20 Optional) 
a. Do not use with Hotel Housing Form 
b. To request FLIGHTS and ACCOMMODATIONS (e.g., if booking through 

Connexxus on behalf of guest faculty) 
c. Also reviews UCSF travel policies and guidelines 

 

7. Upload Faculty Bio (#22 Optional) 
a. To request a biography from faculty either in a document or via URL 

 
8. Upload Faculty Photo (#23 Optional) 

a. To collect a photo to include in faculty profiles 
b. Note faculty can also be requested to add a photo to their CloudCME profile 

to avoid having to add it for them 
c. Photos in a CloudCME profile show automatically on the Course Landing 

pages. 
 

9. Upload Curriculum Vitae (#21 As Needed) 
a. To collect a CV from a faculty member 
b. Only required for specific credit types 

 
10. Honorarium Form (#67 As Needed) 

a. To collect W-9’s in order to process honoraria or other payments to guest 
(non-UC) faculty  

b. Do not use a Default Form; assign only to non-UC faculty 
 

11. International Traveler Form (#66 As Needed) 
a. Faculty from outside the U.S. must also complete specific forms to 

participate in teaching activities sponsored by UCSF per State and Federal 
laws 

b. Do not use as a Default Form; assign only to foreign travelers 

 

Recording Release Forms (Assign ONE as Default Form when Needed) 

Recording Release Forms are to be used when a course or session is being recorded for 
repurposing into an asynchronous, on-demand activity (enduring material). Do not use for 
archival or reference recordings. 

12. Recording Release Form (#68) 
a. Used when UCTV will be recording a conference or other live activity 

13. Video Recording Release Form (#68) 



a. Used when UCSF will be recording a conference or other live activity, via 
Zoom, MediaSite or ETS 

14. Speaker Permission / Videotape Release Form (#117) 
a. Used when CMEinfo (Oakstone Publishing) will be recording a conference or 

other live activity for dissemination 
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Continued on next page. 
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