Job Aid: Sample Email to Program Directors about Previous-Year Faculty 
To use this template, copy the text below into the email subject line and body, then replace all placeholders with your program’s specific details (e.g., faculty name, program name, your name). Be sure to review and verify that all embedded links are working properly before sending. Attach a list of program faculty to the email and send the message as written, or personalize the closing if desired.

Subject Line: Action Required: Review Previous-Years Faculty List for MOC Points Submission
Body:
Dear [Program Director Name],
Please review the attached [Program Name e.g. Cardiology Fellowship] faculty list for the past eligible academic years and confirm approval so I can submit them to ABIM to award QI in GME points retroactively. I would like to submit those by [date] so you and our faculty receive credit for your QI contributions.
A reminder per ABIM: program directors and faculty of internal medicine residencies and fellowships accredited by the Accreditation Council for Graduate Medical Education can earn 20 Maintenance of Certification (MOC) points annually in recognition of the quality improvement (QI) work intrinsic to their roles. Retroactive QI in GME points are available for the previous four academic years. Please let me know if you need any additional documentation regarding the QI contributions of the individual faculty members.
I have linked the ABIM website with more details about the requirements here: MOC Credit for Program Directors and Faculty.
Actions Requested:
· Review the attached faculty list.
· Reply with approval or any changes by [date].
Thank you,

