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D-H Procedures for Assigning and Processing Continuing Education Honoraria and Other Expenses for a D-H Accredited Activity

1. All eligible D-H Activity and RSS Directors will comply with all sections of the: 

a.
D-H Continuing Education Honorarium Policy,

b.
D-H Activity and RSS Director and Activity Coordinator Guidelines on Commercial Support, Grants or Exhibits for a D-H Continuing Medical Education or Continuing Nursing Education Activity, including Section 3, A through K, “Appropriate Use of Commercial Support (Grants)”, and Section 8, “Management of Funds”, 

c.
D-H Business Travel Expense Policy, and

d.
D-H Independent Contractor Policy
2. D-H Activity/RSS Directors, in consultation with the CME Manager or CNE Director and RSS Accreditation Manager, and in accordance with the D-H Honorarium Policy will assign the honorarium amount for each person eligible to receive an honorarium for that activity, including her/himself.

3. The approved amount of each honorarium will appear in the draft budget prepared for the activity and submitted to the CME/CNE Office through the accreditation portal and, when potential commercial support may be sought, submitted to the grantee organization in the application for commercial support.

4. Activity Director(s) will obtain the signature of their supervisor on the CME Application with the activity budget prior to submission to the CME/CNE Office, unless exempted from doing so by the CME Associate Dean or CME Manager or CNE Director.
5. If an honorarium amount is assigned, it must appear in the official “D-H Letter of Agreement with the Company” (if appropriate) and/or D-H Independent Contractor Contract (if applicable).
6. All activity dollars from commercial supporters for D-H-accredited activities will be deposited in the CME/CNE Office for disbursement.
7. The final accounting of the activity will reflect all expenses accurately. Honoraria amounts may not change from the original budget unless there are insufficient revenue funds in which case a lesser amount or no honorarium will be paid and the speaker will be notified by the Activity Director or Coordinator.
8. Authorized reimbursements to the Activity Director(s), planners, teachers/speakers, authors, and/or others will be made by the CME Manager or CNE Director, Activity Director’s Coordinator, Hitchcock Foundation, Fiscal Officer, or RSSAL, and documented in the activity file. The final accounting must be sent to the CME/CNE Office.

9. If there are residual funds beyond the amount budgeted and needed to pay approved activity expenses, they will be handled as follows and documented:

a. Returned to a commercial support, as appropriate and mandated in the Letter of Agreement. 
b. Remain in centralized department account for accredited activities.
10. The D-H CME Manager and CNE Director will monitor the reimbursement of activity funds and, if there are discrepancies with institutional policies, procedures and guidelines, notify the Activity Director, her/his supervisor, and, if appropriate, the CME Associate Dean, CNO, D-H Compliance and Audit Services or Financial Officers. 

11. Failure to abide by ACCME, ANCC, D-H, Geisel School of Medicine at Dartmouth (Geisel) or other related policies, procedures or guidelines may result in termination of the Activity Director’s status, a sanction, and/or the withdrawal or denial of credit for the activity.
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