INSTRUCTIONS FOR COMPLETING THE

UNIVERSITY OF MARYLAND MEDICAL SYSTEM’S

REQUEST FOR RESIDENT/FELLOW CONTRACT TEMPLATE

(Last updated 1/27/2017)

The completed EXCEL sheet must be electronically e-mailed to Maureen Hyson mhyson@umm.edu  
	Column
	Header Name
	Instructions

	A
	Program Name
	Select one of the ELIGIBLE program names from Attachment A.  


	B
	Program Type
	Select from drop down menu C or R as defined below.

C-  if resident or fellow is enrolled in a clinical program 

R-  if resident or fellow is enrolled in

· a research program, or
· in the research year of a clinical program with NO clinical responsibilities (e.g., call)


	C
	Program Accreditation
	Select from drop down menu A, E, or N as indicated in Attachment A and which are defined below.

A-  if  program is ACGME accredited

E-  if the program has successfully completed the institution’s equivalency accreditation process 

N-  if program:

· is not ACGME accredited

· has not successfully completed the institution’s equivalency accreditation process but is pursuing the equivalency accreditation process


	D
	Last Name
	Type resident/fellow last name as it will appear on the contract.

	E
	First Name
	Type resident/fellow first name as it will appear on the contract.

	F
	Preferred Name
	Provide preferred first name resident/fellow will use

	G
	Middle Initial
	Type resident/fellow middle initial as it will appear on the contract.

	H
	Social Security Number
	Provide the 9-digit social security number in the following format-       XXX-XX-XXXX. 

**If new resident/fellow does not have a social security number they MUST apply for one after being in the country for 10 days. (instructions attached)

	I
	Hire Date if New or contract Start Date
	Provide actual start date (the date on the contract) in the following format MM/DD/YYYY.  This is the date the resident/fellow is clinically starting your program.

	J
	Contract End Date
	Provide actual end date (the date on the contract) for the PG level specified in the following format MM/DD/YYYY.  *If you have a resident that is off cycle, you must list them twice on the file for each PGY level during the academic year ending 6/30/2018.
Contract end date is not the training program end date.

	K
	Department
	Refer to Attachment A for correct Department

	L
	Job Code
	Refer to Attachment B for the numeric six-digit job code and select the correct code from the drop down menu

	M
	Position Title
	This field will pre-populate once you select a job code in Column L

	N
	Hourly Rate
	Refer to Attachment B for the hourly rate.
If your residents will be paid a higher annual salary (i.e. Chief Residents) you will need to find the hourly rate by using:

                     Annual Salary ÷ 2080 = Hourly Rate

	O
	Percent FTE
	The field will automatically generate based on the dates entered in Column I and Column J

	P
	Annual Salary(Salary Appearing on Contract)
	This field will automatically generate based upon the hourly rate entered in Column N.  

	Q
	Payroll Start Date
	Provide the date the resident should begin to be paid.  For new PGY1 residents being paid for 40 hrs. of orientation, this date will be different than the actual contract start date as UMMC will pay up to 1 week of orientation for new PGY1 residents only.  Use format: MM/DD/YYYY.

	R
	Payroll Status


	From drop down menu select New, Returning, or Other :

New- indicates the resident/fellow is NOT currently receiving an UMMC paycheck (on UMMC payroll), but who you want to add to our payroll.  New means that the resident/fellow will be processes as a new hire and they will need to complete New Hire Paperwork, have a pre-employment physical, attend New Resident/Fellow Orientation, etc.

Returning- indicates the resident/fellow is currently receiving an UMMC paycheck (on UMMC payroll) and who is expected to continue to receive an UMMC paycheck.  A returning resident/fellow will not be processed as a new hire, as they are currently on our payroll.  They will not need a pre-employment physical or need not attend the New Resident/Fellow Orientation.  They must have their annual PPD and fit testing up-to-date.   

Other- indicates the resident/fellow who is not expected to be on UMMC payroll (e.g. military, chief residents in pediatrics, Mercy interns, employed by the School of Medicine, State, etc.).  These individuals need a pre-employment physical, need to attend New Resident/Fellow Orientation, and need to be credentialed.

	S
	Payroll Cost Center
	Provide the payroll cost center number from Attachment C or Other (e.g. resident/fellow is NOT on UMMC payroll – military, State payroll, etc).

	T
	Date of Birth
	Provide the date of birth in the following format- MM/DD/YYYY.

	U
	Place of Birth
	Provide 2-letter initial for the State of birth

If resident/fellow is not born in the U.S., provide country of birth.

	V
	Gender
	From drop down menu select M = Male or F = Female

	W
	Ethnicity
	From drop down menu select:

AK - Alaskan Native or American Indian        WH  - White / Non-Hispanic
AS – Asian                                                      HI – Hispanic or Latino
BL - Black / African American                         T - Other
PI - Native Hawaiian / Pacific Islander            TM – Two/More


	X
	Current Address 1
	Type the street address only for the resident or fellow.

	Y
	Current Address 2
	Type apartment # or Unit #

	Z
	Current City
	Type the city for the resident or fellow.

	AA
	Current State
	Type the two-letter abbreviation for the state for the resident or fellow.

	AB
	Current Zip Code
	Type the zip code for the resident or fellow.

	AC
	County
	Type the County for the resident or fellow. You may need to goggle their zip code to find the County.

	AD
	Current Phone Number
	Provide at least one telephone number for the resident/fellow. Please use ###-###-#### format.

	AE
	U.S. Citizen
	From drop down menu select Y, N or P:

Y- resident/fellow is a citizen of the U.S.

N- resident/fellow is NOT a resident of the U.S.

P- resident/fellow is a permanent resident (green card holder)



	AF
	Visa Type
	If a resident/fellow is not a U.S. citizen or permanent resident, you must select J-1C (exception is Dentistry and Pharmacy who may choose H-1B). In lieu of a J-1 Visa, the resident/fellow may have an Employment Authorization Document which is acceptable as long as it is valid (check dates). Make your selection from the drop down menu.
J-1C –   Denotes resident or fellow on J-1 Clinical Visa
EAD -    Employment Authorization Document
It is UMMC’s policy to hire only international medical graduates who possess a J-1 Visa.  



	AG
	International Medical Graduate
	From drop down menu select Y or N:
Y- indicates that resident or fellow is an international medical graduate.  Note you must also complete the next column (ECGMG certificate #).
N- indicates resident or fellow is a graduate of a U.S. medical school 
and is not an international medical graduate.



	AH
	ECFMG Certificate #
	If column AG is indicated with a “Y”- certificate number must be provided in this field.



	AI
	E-mail Address current
	Please provide a current email address that can be used to communicate with the resident/fellow prior to their start date.  The HR On-Boarding information which includes all required new hire paperwork is emailed to all new hires so an active email address that the resident/fellow routinely checks is extremely important.  Once the resident/fellow is on board, GME will request their UMMC email address for their files and future communications (after July 1, 2017).


	AJ
	Current (or to be assigned) In-house Beeper
	Provide the in-house beeper number (4 digits) to be assigned to the resident/fellow (using the 8-2337/BEEP system).

	AK
	Current (or to be assigned) Long Range Beeper 
	Provide the other beeper number (e.g. long range) to be assigned to the resident/fellow.

	AL
	Credentialing History
	Select New, Returning, or New Mercy from drop down menu
New- indicates resident or fellow trainee has either no credentialing history with UMMC or no continuous credentialing history with UMMC which leads up to this contract period.  
Example:  Resident in UMMC Family Practice through 6/30/08. Resident is starting UMMC Family Practice Sports Medicine program 8/1/08.  You would use a New for this situation as there is a break in credentialing history between 6/30/08 and the current contract period 8/1/08.
Returning- indicates resident or fellow trainee with a continuous credentialing history with UMMC for the prior year leading up to this contract year, with no disruption in their credentialing history.  
Example:  Resident in UMMC Internal Medicine through 6/30/16. Resident is starting UMMC Dermatology program 7/1/16.  You would use Returning for this situation as there is no break in credentialing history between 6/30/16 and 7/1/16.  The resident may or may not be on our payroll, but they have been credentialed by UMMC.

New Mercy- indicates resident in Internal Medicine, employed by Mercy and has no credentialing history with UMMC or no continuous credentialing history with UMMS which leads up to this contract period.



	AM
	Contract Type
	From drop down menu select R= resident or F = fellow

 

	AN
	Supervisor for Lawson Reports
	Provide name of person who will be responsible for tracking resident/fellow compliance with PPD and Flu Shots in Lawson.

Please use LAST NAME, FIRST NAME

	AO
	Supervisor Email Address
	Please provide email address for person listed in Column AN.

	AP
	NPI Number
	National Provider Identification Number (if resident/fellow has an NPI number please include on file)

*If resident/fellow does NOT yet have an NPI DO NOT HOLD UP SUBMISSION OF YOUR FILE.  Medical Staff will obtain the NPI number at a later time.


ATTACHMENT A

Eligible Programs for Clinical Resident or Clinical Fellow Enrollment

July 1, 2017– June 30, 2018
	Department
	Program Name
	Contract Type
	Program Accreditation

	Anesthesiology Programs
	Adult Cardiothoracic Anesthesiology
	F
	A

	
	Anesthesiology
	R
	A

	
	Anesthesiology Critical Care 
	F
	A

	
	Obstetric Anesthesiology
	F
	A

	
	Pain Medicine
	F
	A

	
	Regional Anesthesiology & Acute Pain Medicine
	F
	E

	Dentistry Program
	Oral Maxillofacial surgery 
	R or F
	E

	
	Pediatric Dentistry
	R
	E

	Dermatology Program
	Dermatology
	R
	A

	Emergency Medicine
	Academic Emergency Medicine and Faculty Fellowship
	F
	E

	
	Cardiovascular Emergencies
	F
	E

	
	Emergency Medicine
	R
	A

	
	Emergency Medicine Ultrasound
	F
	E

	Epidemiology/Public Health
	Preventive Medicine
	R
	A

	Family Medicine Programs
	Family Medicine
	R
	A

	
	Family Medicine– Sports medicine
	F
	A

	Medicine Programs
	Cardiovascular disease
	F
	A

	
	Clinical Cardiac Electrophysiology
	F
	A

	
	Critical Care Medicine
	F
	A

	
	Endocrinology, diabetes, and metabolism
	F
	A

	
	Gastroenterology
	F
	A

	
	Geriatric medicine
	F
	A

	
	Hematology and oncology
	F
	A

	
	Infectious Disease/Geographic medicine
	F
	A

	
	Internal Medicine
	R
	A

	
	Interventional Cardiology
	F
	A

	
	Nephrology
	F
	A

	
	Pulmonary disease and critical care medicine
	F
	A

	
	Rheumatology
	F
	A

	
	Sleep medicine
	F
	A

	
	Transplant Hepatology
	F
	A

	
	Transplant Nephrology
	F
	E

	Neurology Programs
	Clinical neurophysiology – (EEG/EMG/Epilepsy)
	F
	A

	
	Movement disorder
	F
	E

	
	Neurology
	R
	A

	
	Neuroimmunology/Multiple sclerosis
	F
	E

	
	Vascular Neurology
	F
	A

	Neurosurgery Program
	Neurological surgery
	R
	A

	OB-GYN Programs
	Obstetrics and gynecology
	R
	A

	
	Maternal and fetal medicine
	F
	E

	Ophthalmology Program
	Ophthalmology
	R
	A

	Orthopaedic Surgery Programs
	Orthopaedic surgery
	R
	A

	
	Orthopaedic trauma
	F
	A

	
	Spine
	F
	A

	Otorhinolaryngology
	Otolaryngology
	R
	A

	
	
	
	

	Pathology 
	Pathology-anatomic and clinical
	R
	A

	
	Hematopathology
	F
	A

	
	Cytopathology
	F
	A

	Pediatric 
	Neonatal-perinatal medicine
	F
	A

	
	Pediatric critical care medicine
	F
	A

	
	Pediatric gastroenterology
	F
	A

	
	Pediatric infectious diseases
	F
	A

	
	Pediatrics
	R
	A

	Pharmacy
	Pharmacy
	R
	E

	
	Pharmacy Admin
	R
	E

	
	Critical Care Pharmacy
	R
	E

	
	Emergency Medicine Pharmacy
	R
	E

	
	Transplant Pharmacy
	F
	E

	Psychiatry Programs
	Addiction Psychiatry
	F
	A

	
	Addiction Medicine
	F
	E

	
	Child and adolescent psychiatry
	F
	A

	
	Eating disorders
	F
	E

	
	Forensic psychiatry
	F
	A

	
	Psychiatry
	R
	A

	
	Psychosomatic medicine
	F
	A

	Radiation Oncology Program
	Radiation Oncology
	R
	A

	
	Medical Physics
	R
	E

	Radiology Programs
	Radiology – Diagnostic
	R
	A

	
	Endovascular Surgical Neuroradiology
	F
	A

	
	Neuroradiology
	F
	A

	
	Nuclear Medicine
	R
	A

	
	Vascular and Interventional Radiology
	F
	A

	Surgery (General) Programs
	Minimally Invasive Surgery
	F
	E

	
	Surgery-General
	R
	A

	
	Thoracic Surgery (integrated)
	R
	A

	
	Thoracic Surgery (independent)
	F
	A

	
	Transplant Surgery
	F
	E

	
	Urology
	R
	A

	
	Vascular Surgery
	F
	A

	Trauma
	Surgical Critical Care
	F
	A

	
	Surgical Critical Care/EM
	F
	A

	Trauma

Combination Programs
	Trauma – Neuro Critical Care
	F
	E

	
	Acute Care Surgery
	F
	E

	
	Trauma Anesthesiology
	F
	E

	Combination Programs
	Internal medicine/emergency medicine 
	R
	A

	
	Internal medicine/pediatrics
	R
	A

	
	Pediatrics/emergency medicine 
	R
	A

	
	Internal medicine/emergency medicine/critical care
	R
	A

	
	
	
	


N- denotes program has applied but not completed equivalency accreditation - may be registered as unlicensed practitioner 

A or E- denotes program is ACGME accredited or has equivalent accreditation - resident or fellow may be an
             unlicensed practitioner to enroll

ATTACHMENT B
Resident/Fellow Salary Structure for July 1, 2017- June 30, 2018

	Resident Job Titles


	Job Code
	Annual Salary


	Rate (hourly rate)

	Resident PGY-1
	109500
	      $53,256
	$25.6039

	Resident PGY-2
	109506
	$55,861 
	$26.8560

	Resident PGY-3
	109509
	$58,434
	$28.0931

	Resident PGY-4
	109503
	$60,836
	$29.2481

	Resident PGY-5
	109512
	$63,209 
	$30.3890

	Resident PGY-6
	109515
	$65,313 
	$31.4006

	Resident PGY-7
	109518
	$67,563 
	$32.4824

	Resident PGY-8
	109521
	$70,927 
	$34.0996

	Fellow Job Titles


	Job Code
	Annual Salary


	Rate (hourly rate)

	Fellow PGY-4
	109530
	$60,836
	$29.2481

	Fellow PGY-5
	109533
	$63,209 
	$30.3890

	Fellow PGY-6
	109536
	$65,313 
	$31.4006

	Fellow PGY-7
	109539
	$67,563 
	$32.4824

	Fellow PGY-8
	109542
	$70,927 
	$34.0996


Attachment C
	Description
	Payroll Cost Center  

	Anesthesiology

	8078254

	Dentistry

	8078255

	Dermatology

	8078268

	Emergency Medicine

	8078267

	Family Practice

	8078256

	Greenebaum Cancer Center

	8078265

	Medicine

	8078252

	Neurology

	8078258

	Neurological Surgery

	8078729

	OB/GYN

	8078253

	Ophthalmology

	8078259

	Orthopedic Surgery

	8078269

	Otorhinolaryngology

	8078274

	Other  (employed by another source, i.e.- Military, State, SOM, VA, Mercy interns)


	Other

	Pathology

	8078260

	Pediatrics

	8078251

	Pharmacy

	8078261

	Preventive Medicine

	8078263

	Psychiatry

Psychiatry

Psychiatry

Psychiatry

Psychiatry

Psychiatry

Psychiatry

	8078262

	
	8071012

	
	8071412

	
	8071901

	
	8071904

	
	8071906

	
	8071914

	Radiology

	8078264

	Radiation Oncology

	8078270

	STC for Surgical Critical Care; Trauma Anesthesiology; Surgical Critical Care/EM

Neurocritical Care, Acute Care Surgery
	8078271

	Surgery

	8078257
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