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RESPONSIBILITY CHECKLIST:  PROGRAM / PROGRAM DIRECTOR

(
Contact colleagues from Ontario/Quebec to solicit interest in becoming an 
External Reviewer

(
Provide PGME Office with contact information for External Reviewer, including 
email address, phone number and mailing address
(
Inform all involved faculty and residents of duties and responsibilities for 
upcoming review

(
Ensure availability of Department Head and Division Chair
(
Book rooms for the review

(
Arrange refreshment breaks and meal(s) for internal review team

(
Complete and submit four copies of the Pre-Survey Documentation to the 
PGME office

(
Complete and submit the internal review agenda template to the PGME office

(
Make available the following documentation to the review team at the first   
meeting of the day:



(
Residency Program Committee minutes



(
Examples of Resident Files

