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QUOTE


	Department / Division Information

	Coordinator:
	Name & email

	Department / Division Name:
	

	Fiscal Contact:
	Name & email



	Quote Date:
	

	Activity:
	

	Activity Date:
	

	QUOTE Number
	If the event has been created in the CCME database, use the event ID. Otherwise, use the date the quote is discussed – ie 3222024



	Package Descriptions

	CME Certification
	CCME principal involvement is conference certification. Includes required attendance verification form and evaluation summaries (does not include external evaluation sources).

	Display & grant processing fees
	CCME is required to review letters of agreement and display applications. A fee is assessed for processing. 

	Streaming Facilitation
	CCME hosts and coordinates execution of streaming services for the conference. 

	Streaming Monitoring
	This applies when CCME monitors emails and phone messages to ensure learners are able to access the stream.

	On-site CME Administrative Support (OSCAS)
	CCME conference manager participates in the on-site facilitation of registrations and responding to CME-related questions.

	Event Management (EM)
	CCME conference manager provides pre-conference coordination and on-site assistance. 

	Commercial Support
	CCME conference manager applies for up to 6 educational grants and solicits vendor displays. 



	CCME Staff Support Services 

	On-site CME Administrative Support 
	Event Management 
	Commercial Support 

	Functions included:
· Name badges
· Registration support
· CME-related questions








	Functions included:
· Participation in planning committee
· Negotiation of hotel / venue contract
· Negotiation of AV contract
· Coordinate remote speaker access – (additional CCME staff member required)
· Negotiation of wi-fi services
· Arrange catering services
· Arrange parking permits
· Coordination of day-of services
· Coordination of pre- and post-conference learner communications
· Name badges
· Registration support
· Certification management
	Functions included:
· Applies for educational grants (limit of 6)
· Solicits vendor displays



	Package Selection - Certification & Facilitation Services

	Selection
	Package #
	Package Description & limits

	
	1
	CME certification – 1 hr or 2 hrs

	
	
	$650 + display & grant processing fees
	

	
	2
	CME certification

	
	
	$1,750 + display & grant processing fees
	

	
	3
	CME certification + OSCAS

	
	
	$3,800 + display & grant processing fees
	

	
	4


	CME certification + streaming facilitation

	
	
	
	Accessing stream url from CCME website

	
	
	$3,800 + display & grant processing fees
	

	
	5
	CME certification + commercial support

	
	
	$11,500 NO display & grant processing fees

	
	
	
	Limit of 6 grant applications facilitation

	
	6
	CME certification + EV + commercial support

	
	
	$15,000 NO display & grant fees

	
	
	
	Limit of 6 grant applications

	
	7
	Super Conferences

	
	
	Pricing is determined by the scope of involvement

	
	
	* Refer to Criteria for Super Conferences and Full-Service Activity Additional Administrative Fees



	ESTIMATION - CCME Service and Administration Fees

	Quantity
	Item
	Description
	Unit Price
	Total

	
	PKG (#)
	Certification for Category 1 credit & facilitation
	Package fee
	$

	
	GRANT
	Commercial grant administration fee
	$50.00
	$

	
	DISPLAY
	Commercial display administration fee
	$25.00
	$

	
	DISPLAY
	Commercial display with letter of agreement administration fee
	$50.00
	$

	
	BNK
	Credit card (CC) fees
	5% of CC charges
	$

	
	ADMIN
	Account creation
	$7.50 / new account
	$

	
	REG
	Use of non-CCME registration system
	$1,500.00
	$

	
	ADMIN
	Use of non-CCME website to house educational activities
	$3,000.00
	$

	
	EVAL
	Evaluation – Individualized by Speakers
	$50.00
	$

	
	DAY
	Streaming Monitoring
	$250 / day
	$

	
	MAIL
	Mailing lists
	$150.00
	$

	
	MISC
	Miscellaneous Charges
	
	$

	
	ECSAF
	Estimated CCME Service & Administrative Fees
	
	$
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	Projected Revenue on Account

	Quantity
	Item
	Description
	Unit Price
	Total

	
	REV
	Registration Fees
	$
	$

	
	REV
	Refunds
	$
	$

	
	REV
	Commercial Support – Educational Grant(s)
	$
	$

	
	REV
	Display Fees
	$
	$

	
	
	
	
	

	
	PRA
	Projected Revenue on Account
	
	$

	



	Estimated Funds Due

	$
	Funds to be transferred to CCME
(Internal Order Billing – Department/ Division PO required
(aka CCME Invoice)
	$
	Funds to be transferred to Department / Division
(Cost transfer)
(aka CCME Statement)



	Event Cancellation Policy 

	No CCME-associated fees charges will be issued to the Non-Accredited Provider if the activity cancellation takes place with 61 or more days remaining prior to the activity. If the activity is cancelled within 60 days of the activity date, the Non-Accredited Provider will be responsible for 50% of the total charges. If the activity is cancelled within 30 days of the activity date, the Non-Accredited Provider will be responsible for 75% of the total charges.



	Quote Process


Payments from the departments are now part of the Internal Order Billing (IOB) process, therefore a Purchase Order PRIOR to the activity date must be in place.

The department / division fiscal contact needs to create a requisition using the following information:
	Supplier Information:
		Supplied ID:		SPL-0000087		
Supplier Name:	Ctr for Continuing Medical Educ (CCME)
Invoice Number:	Provide on invoice

Requisition type: 
Non-Catalog Request 
Service Line details

Once the requisition number has been generated, the department / division fiscal contact needs to email the CCME fiscal contact with the Requisition ID number and subsequent Purchase Order (PO) number. 

The system should notify the CCME fiscal contact when the PO has been generated. To help expedite the process, it is recommended that department / division fiscal contact email the CCME fiscal contact the PO number once it has been approved by their appropriate approver.  

Once the activity has been completed, a finalized invoice or statement will be completed by the CCME conference contact. This document will contain details for the final expenses incurred by CCME and will include any revenue received by CCME on behalf of the department / division. As part of this, the necessary payment process will be determined in the following manners:

· Internal Order Billing – CCME Invoice
· Funds to be transferred to CCME 
· CCME fiscal contact has the Purchase Order number, the IOB process will be completed. The CCME fiscal contact will email the department / division fiscal contact that the process is completed. 

· Cost transfer – CCME Statement
· Funds to be transferred to the department / division
· Once the department / division fiscal contact returns the CCME Statement with the proper work tags, the CCME fiscal contact will initiate the cost transfer and will copy the department / division contacts on the submission email. 

CCME Fiscal Contact 
Leisl Ashbaugh, leisl.ashbaugh@osumc.edu, (614) 293-3576

Remittance Address
The Ohio State University Center for Continuing Medical Education (OSU CCME)
600 Ackerman Road, 2nd Floor, Room E 2055, Columbus, OH 43202 - TAX ID: 31-6025986
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