
[image: Blue rectangle with UCLA in white followed by the text David Geffen School of Medicine]	Faculty Communication (Sample)



Dear FACULTY NAME,

On behalf of the planners and learners, we are delighted to let you know that you are the faculty for our educational series.   

Our goal is to ensure the success of your presentation and the learner experience for the program. Please complete the forms in the packet and return them by the due date.  

Submitting Documents: Email the requested material to INSERT EMAIL.

	Presentation Details

	Date
	

	Time
	

	Topic
	

	Location
	

	Compensation
	



BEFORE the Course:
	Due Date
	Item
	Action

	Within one week after this communication
	Disclosure & Agreements
	Complete and return the form.

	
	Clinical Content Expectations
	Review and implement. 

	Two weeks before the session
	Presentation
	Submit to the above email.

	
	Handouts
	Submit to the above email.



We appreciate your dedication to education and your partnerships to upholding the continuing medical education standards set forth by the Accreditation Council for Continuing Medical Education. 

If you have any questions on the above, please do not hesitate to contact me.

Sincerely,
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