Date:        March 22, 2007 

To:            Program Directors and Designated Institutional Officials  
  
Subject:    Submitting Requests for Change in Program Director  

The ACGME has been transitioning from paper documents to a web-based system through greater use of the Accreditation Data System (ADS).  The goal is to decrease some of the burden of paper submissions, increase the consistency of the process across review committees (RCs) and support the roles of the DIO and GME Committees in complying with the Institutional Requirements (must approve various requests prior to submitting to the ACGME).  In keeping with this transition, beginning on March 22, 2007, all requests for new  program director's (PD) must be initiated by the DIO through ADS (staff of all RRCs will no longer accept requests submitted via paper or email).  
To initiate a change in program director, the DIO must log into ADS and under Program & Resident Information, select Initiate PD Change from the menu on the left. The DIO must then click on the Request PD Change icon for the appropriate program and is then prompted to respond to several questions, including: the new program director name, date and term of appointment, phone number and PD email.  The DIO must also verify that the new PD meets the required qualifications and is approved by the GME Committee.  
An email which provides the login information will be automatically sent to the new PD when the request is initially submitted by the DIO.  The program director must log into ADS to complete professional and certification information, as well as other required documentation. The documentation (full or abbreviated curriculum vitae) varies by specialty, but the specific information requirements will be provided within ADS.
After the request is complete and submitted, the new program director's name will be posted in ADS, and the submitted materials will be forwarded to the review committee staff.  The next business day the new program director will receive a welcome letter containing useful information including password confirmation. The review committees generally review and approve program director changes at the next review committee meeting.  The PD and DIO will be informed of any submissions that do not meet the RC requirements. 
The ACGME believes that this change will be of benefit to the programs, institutions, and RCs.  Please contact webADS@acgme.org  for questions regarding the Accreditation Data System or contact the appropriate RC team for content-related questions.
