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MEETING AGENDA

 When are program completion certificates required and where should they
be uploaded?
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About Program Completion Certificates

 Program completion certificates are required for audit
documentation
 Required for every program a trainee completes

* A “Verification of Training” letter does not meet the
requirement of the certificate
* |[f aletter is submitted in lieu of the certificate, it must
be:
= on program letterhead
= pe sighed by the Program Director
= contain the actual program start and end date
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When are Program Completion Certificates Required

ONBOARDING

« When a trainee is completing the MMCGME checklist, they need to upload
copies of completion certificates for all previous programs completed
OFFBOARDING

 When the trainee is completing the program, the program administrator
should take a copy of the certificate after it is sighed, and upload it to the
trainee’s offboarding checklist using the naming standard of Comp Cert
XXX X-XXXX_Last name.

e [tis then reviewed by MMCGME and accepted and becomes part of the
trainees personnel record.

 |fit not uploaded through the checklist step, MMCGME does not know to
look for it within RMS.
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THANK YOU!
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