Sample Sign in Sheets for Non Physicians

You have two choices:

(1) Set up separate sign in sheets by profession(s) In event  A. nurses needed to be separated because the event was accredited for nursing CEUs as well as for CME.  
	Event A --Sign in sheet for conference on xxx Disease Maximum 8 CEU credits

Nurses only A to Z

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

2 credit 
	Signature PM Monday

3 credits 
	Signature AM Tuesday

3credits 
	CEU Credits Earned

for attendee

Maximum = 8
	Place 1 next to each nurse who attended at least one session

	Y
	NY
	Adam 
Mary
	RN
	Adam 

Mary
	Adam 

Mary
	(absent)
	5
	1

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

	N
	KY
	Jennifer Brown
	RN
	
	Jennifer Brown
	Jennifer Brown
	6
	1

	N
	WA
	Sue 
Coleman
	RN
	Sue Coleman
	Sue Coleman
	Sue Coleman
	8
	1

	Y
	NY
	 David
Sutter
	RN
	 David Sutter
	David Sutter
	David Sutter
	8
	1

	Note that this sheet records the nursing CEUs and not CME credits.  Only MDs and DOs (and foreign equivalents) can be awarded CME credits. 

Also note that the number attending is also recorded. ACCME will want to know what number of non MD/DOs attended.

	4

	

	Event A --Sign in sheet for conference on xxx Disease

Non Physicians Non Nurses A to Z

	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 awarded
to attendee

Non Applicable


	Place 1 next to each person who attended at least one session

	Y
	NY
	Mary Adams
	P.A.
	Mary Adams
	Mary  Adams
	(absent)
	
	1

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

	N
	KY
	Joseph Brown
	LPN
	
	Joseph Brown
	Joseph Brown
	
	1

	N
	WA
	Sue Cole
	MSW
	Sue Cole
	Sue Cole
	(absent)
	
	1

	Y
	NY
	Belinda Zacharia
	PharmD
	Belinda Zacharia
	Belinda Zacharia
	Belinda Zacharia
	
	1

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

ACCME will want a report of total physicians, total non physicians.

The non physician total = 4 nurses + 4 non physicians/non nurses = 8 


	4


2) You can also use a separate sign in sheet for all non physicians.

The report to ATS in the required letter of transmittal would be the same:   # of physicians 17  # of non physicians 8

We recommend you check the “degree” column before totaling.  If someone has signed in on the wrong sheet transfer that row to the correct sheet and redo the totals in the last column.  For events with over a page of attendees, we also recommend you transfer the information to an Excel spreadsheet and sort the spreadsheet by name to eliminate duplicates. If you find a duplicate please recalculate the totals before submitting.
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