Instructions for Excel File to Order Resident/Fellow Certificates
Tab I on Excel File is to order Residents/Fellows Certificates:
	Column
	Header Name
	Instructions

	A
	Resident/Fellow  Name
	Resident, Fellow, or Intern name (please check with your trainees to see how they would like their name to appear on the certificate; i.e. middle initial or middle name spelled out.)

	B
	Position Served and Program Name 
	Position served would be either Resident, Fellow or Intern and then the program name

	C
	Training Dates
	Enter the dates the trainee was enrolled in your program

	D
	Hospital Name
	University of Maryland Medical Center, Baltimore (approved training site which will appear on every certificate.)

	E, F
	Additional Hospital Name
	Training sites other than UMMC (Mercy, VA)

	G, H, I, J
	Additional Signature Line 
	These are the standard signature lines for every certificate and include the Program Director, Chairman, Designated Institutional Official and the President/Chief Executive Officer

	K, L
	Additional Signature Line
	Titles of those individuals you would like a signature line for in addition to those in Columns G,H,I, J


Tab II on Excel File is to order Chief Resident Certificates:
	Column
	Header Name
	Instructions

	A
	Resident/Fellow  Name
	Please check with your trainees to see how they would like their name to appear on the certificate; i.e. middle initial or middle name spelled out.)

	B
	Position Served and Program Name 
	Position served in this case would be Resident

	C
	Training Dates
	Enter the dates of the residency

	D
	Position Served and Program Name
	Position served would be Chief Resident

	E
	Training Dates
	Enter the dates of the Chief Resident year 

	*All other instructions for the columns of Hospital Name and Signature Lines are the same as above.


· Certificates typically take one week to be printed. The GME office will obtain the DIO signature prior to distributing the certificates to the Program Coordinator.  The Coordinator will be responsible for obtaining the remaining signatures. The Chief Executive Officer is in the Executive Office located across from the Great Cookie.  When obtaining signatures from the Executive Office, please be sure to leave your name and contact information so the staff knows who to contact when the certificates have been signed.  Please do not put notes such as: Urgent, Time Sensitive, etc. on your certificates. 

