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This guide will show you how to access and submit the online Disclosure Form. The Disclosure Form 
is required annually for all Instructors, Directors, Facilitators and Educators and must be completed 
prior to their involvement in any course.   

 

1. Go to https://traumaed.facs.org/   The Login window will appear.  Use your ACS credentials to log 
into the system:  
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2. The Instructor’s, Director’s, Facilitator’s and/or Educator’s profile will appear.  The Disclosure Form 
is located on the top right of the profile. Click on “Complete Form”: 

 

 
 
 
 
 
3. Tips: 
 

a.) Once the disclosure form is submitted the “Complete Form” button will disappear. 
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4. The Disclosure Form will open.  The top portion of the form will automatically populate with the 
individual’s information: 

 

 
 
 
5. Tips: 

a.) The Accreditation Council for Continuing Medical Education (ACCME) requires that  
anyone who has the ability to influence the creation or delivery of educational content in a 
CME accredited activity must disclose all relevant financial relationships with ineligible 
companies (defined as companies whose primary business is producing, marketing, 
selling, re-selling, or distributing products used by or on patients) within the prior 24 
months. For more information visit: https://accme.org/rules/standards/ 

 
 
 
 
 
 
 
 
 
 
 

https://accme.org/rules/standards/
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6. Scroll down the form and enter a checkmark next to each applicable financial relationship 
designation. In this example, the person submitting does not have any financial relationships to 
report and thus checks the third option: 

 
 
 
 
7. Tips: 

a.) At least one selection must be made for the form to be submitted. 
b.) If there are financial relationships to report (options one, two and four) see Step 10 of 
this guide.  
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8. Scroll down and click the attestation confirmation box.  By clicking the box, the date will be 
displayed.  Type your name above the date and press the Submit Form button to complete:  

 

 
 
 
9. Tips: 

a.) If the individual does not have any financial relationships with ineligible companies the 
Disclosure Form submission process is complete.  
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10. If the Instructor, Director, Facilitator and/or Educator has financial relationships to report, they 
should choose each of the three options available depending on the nature of the relationship(s):  

 

 

11. Tips: 

 a.) An individual can choose all three options if they are applicable. 
b.) If options one and/ or two are selected, these relationships can only be mitigated if they 
meet one of the three exceptions listed in the ACCME’s Standard 3:     
https://accme.org/rule/identify-mitigate-and-disclose-relevant-financial-relationships/ 
c.) It is the responsibility of the Course Director to mitigate all of the faculty’s reported 
financial relationships (if applicable) prior to the start of the course.   

 

 

 

 

https://accme.org/rule/identify-mitigate-and-disclose-relevant-financial-relationships/
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12. A section will now appear where the specifics of each financial relationship must be reported. 
Use the “Add New Relationship” tab to report all relationships: 
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13. Enter all necessary information about each financial relationship (the example below has 
reported two relationships). This will include the company name, what was received and the nature 
of the relationship: 

 

14. Tips: 

a.) According to ACCME Standard 3: Identify, Mitigate and Disclose Relevant Financial 
Relationships: financial relationships of any dollar amount are defined as relevant if the 
educational content is related to the business lines or products of the ineligible company. 
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15. Once all the financial relationships have been reported scroll down to attest to the information, 
sign and submit the form: 
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16. The financial relationships that have been reported must be mitigated before the Instructor, 
Director, Facilitator and/or Educator can take part in a course. This will be indicated by a red COI 
(Conflict of Interest) Icon in the “Disclosure Received” column that coordinators will see when 
adding faculty to the course. This is when the Course Director reviews the financial relationships and 
chooses an appropriate mitigation strategy (if applicable):  

 

 

 

 

17. Once the Course Director has reviewed and decided upon an acceptable mitigation strategy, the 
red COI Icon will turn green, and the individual is cleared to proceed:  

 

 

18. Tips: 

a.) The mitigation process will only take place once and not for each course in which the 
individual is involved. 
b.) Once this process is complete the Instructor, Director, Facilitator and/or Educator’s 
disclosure form responsibilities are complete for the calendar year. 
c.) If the Instructor, Director, Facilitator and/or Educator begins a new financial relationship 
with an ineligible company then he or she must submit another updated disclosure form and 
complete the mitigation process again.  
d.) Course Directors cannot mitigate their own financial relationships and must have them 
reviewed/ mitigated by a MD/DO (preferably without relationships themselves) associated 
with the course. 

 

Please contact traumaeducation@facs.org if you have any questions 
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