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Purpose 
 
To define the policy for submitting correspondence to the Accreditation Council for Graduate Medical 
Education (ACGME). 
 
Policy 
 
The Designated Institutional Official (DIO)1 must review and co-sign all program application forms, 
documents and correspondence submitted to the ACGME that addresses program citations and/or 
requests for changes in the program that would have significant impact, including financial, on the 
program or institution. (CPR: II.A.4.o)  Prior to submission, the DIO will also review all Annual Program 
Updates to the ACGME Accreditation Data System (ADS). 
 
Procedure 
 

1. The program director or other designated individual within a residency or fellowship program must 
submit the program application form2, documents or correspondence to the DIO for review and 
co-signature prior to sending the material to the ACGME at least 30 business days before the 
required due date in order to allow the DIO sufficient time to review. 

 
2. After DIO approval, the correspondence must be approved by the GMEC 

 
 

3. The DIO will ensure that the co-signed document is returned to the program director by the 
required due date. 

 

                                                           
1 Or his or her designee. 
2 Program applications must be submitted at least 60 days prior to the due date for review 
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4. In the event that the DIO is not available to review and sign documents, the Chairperson of the 
Graduate Medical Education Committee (GMEC) is designated to co-sign program application 
forms, documents or correspondence.  The GMEC Chairperson will then ensure that the co-
signed document is returned to the program director in a timely manner. 
 

5. At least 10 business days prior to the deadline for submitting Annual Updates to the ADS, the 
program director will notify the DIO, that information is complete and ready for review.  


