Sample Physician Sign in Sheet 

As far as possible attendee names should be typed in advance in alphabetical order based on registration lists.  Leave additional rows for late registrants/arrivals. If you have not collected the information during registration, please ask at sign in ATS member yes/no. If a person by mistake is not an MD or DO, transfer his her name to the non physician sign in sheet.  Accuracy is important.  
You must report to ATS (and therefore to ACCME) the number of physicians attending all or some part of the activity. In other words: you must report the number of physicians (MDs or DOs) who attended at least one session.  Therefore, a format such as the one below is recommended as it avoids duplication in counting.  If a different sheet is used for each session or day, we ask our joint sponsorship partner to eliminate duplicates before adding up the numbers.  One way to do this is to use an Excel spreadsheet and take advantage of the sort data function.  If there are any questions please call Rachel Makleff at 212 315 8644.
	Sign in sheet for conference on xxx Disease Maximum 7.5 credits

Physicians only A to G

	ATS y/n?
	State
	Attendee Name
	Title
	Signature A.M. Monday

2 credit 
	Signature PM Monday

3 credits 
	Signature AM Tuesday

2.5 credits 
	Credits Earned

for attendee

Maximum =7.5
	Place 1 next to each physician who attended at least one session

	Y
	NY
	Mary Adams
	MD
	Mary Adams
	Mary  Adams
	(absent)
	5
	1

	Y
	CA
	John Barton
	DO
	(absent)
	(absent)
	(absent)
	0
	0

	N
	KY
	Joseph Brown
	MD
	(was faculty)
	Joseph Brown
	Joseph Brown
	5.5
	1

	N
	WA
	Sue Cole
	MD
	Sue Cole
	Sue Cole
	(absent)
	5
	1

	Y
	NY
	Barbara David
	MD
	Barbara David
	Barbara David
	Barbara David
	7.5
	1

	Physicians on this attendance sheet attending at least one session  is the sum of last column:
	4


This sign in sheet  totals 4.  Imagine another physician sign in sheet H-P  with 6 names and a third physician sign in sheet Q – Z  with  7 names.  Total # of physicians attending some part of the event =4=6=7 = 17   In other words, there were 17 separate names of physicians who attended.
