
PGME Process:  How to Process 
Alternate Routes of Entry to Residency - Transfer, Re-Entry, Non-CaRMS (including Visa 
Sponsored Trainees ) to PGME

Programs are required to follow: 
PGME Alternate Routes of Entry to Residency - Transfer, Re-Entry, Non-CaRMS Policy

Internal 
Program 
Transfer

National 
Transfer In

National 
Transfer Out

Re-Entry

References:  

 AFMC PGME National Transfer Guidelines

Transfer form
Specially 
Funded 
Trainees

Non-CaRMS 
Appointments
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Process: Internal Program Transfer

Program Administrator 
– New Program

Trainee PGME
Program Director -

New Program
ARET Chair

ARET 
Administrator

ARET Committee
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PGME Process: How to Process a Internal Program Transfer 
  Programs are required to follow: 

Trainee submits 
confidential transfer 

request to ARET Chair 
including :

- Personal and professional 
reasons for the transfer
- Curriculum vitae
 -Three letters of reference

Reviews request, 
discusses request 
with Trainee.  If 

proceeding informs 
Program Director of 

desired new 
program

PGME Informs both 
programs in regards to 

ARET decision. 
Establishes  transfer 
dates with programs

ARET Admin sends  
Letter of Notice to 

the Trainee

Email Entrada - 
Remove Trainee from 
original program, add 

Trainee to New 
Program at PGY 1. 

Enters new start and 
end dates. Informs 

New Program

Program 
Administrator – 
New Program

Program Director -
New Program

cc

Sets up rotation 
schedule for Trainee

Declines

Trainee Starts with 
New Program at 

PGY1

Trainee contacts 
CMPA

Submit Trainee 
Appointment eform

See Trainee 
Appointment Flow 

chart

Contact 
CPSM,PARIM,WRHA 

and DOCTOR’S 
MAINTOBA of Trainee’s 

Transfer

Program 
Administrator – 

Original Program

Program Director -
Original Program

Reviews request, 
vets candidate and 
makes decision on 
transfer request

Interviews 
Accepts or 

Declines Request

Accepts

Declines

Go to Apply for 
Credit if applicable

Submit eform B to 
change end date

Reviews request, vets 
candidate and makes 
decision on transfer 

request

Accepts or 
Declines Request

Accepts
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Process: National Transfer

Original Post Grad 
Program

Trainee U of M PGME PGME Associate Dean
U of M Post Grad 

Program
ARET Committee
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PGME Process:
How to Process a National Transfer from a External Program in to U of M 
Programs are required to follow:

Trainee submits 
confidential transfer 

request to ARET Chair 
including :

- Personal and professional 
reasons for the transfer

- Curriculum vitae
 -Three letters of reference

Express interest in 
transferring by contacting 
Current Home  PG office
(See National Transfer 

Policy)

Contacts U of M PGME 
office to check for 

capacity

Checks funding and 
capacity in requested 
program for current 

year

Inform Original PG 
Program

Reviews request, vets 
candidate and 

discusses with the 
director of the 

requested program on 
transfer request

ARET Admin sends  
Letter of Notice to the 

trainee

Interview the Trainee 
and Request any 

Relevant 
Documentation 

Participate in interview 
with  PD of potential 

program, provide 
documentation

Start Registration 
Process 

Accepts or 
Declines Request

Trainee investigates other 
options

Program and Original PG 
office provides Letter of 

Release + potential 
transfer date

Provides Trainee with 
Letter of 

Appointment

Checks funding and 
capacity in requested 
program for current 

year

Accepts or 
Declines Request

Trainee investigates other 
options

Reviews request

Accepts or 
Declines 

Candidates

Reviews request

Accepts Candidate

Accepts Candidate

Declines Request

Accept

Program reviews and 
sets start dates

Request trainee to 
submit  transfer 

package and consent 
for info release form to 

ARET

Inform Trainee Declines

Trainee receives 
notification of acceptance 

at U of M

Declines candidateInform Trainee
Inform Original PG 

Program
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  AFMC PGME National Transfer Guidelines
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Process: National Transfer Out

U of M Program U of M PGME PGME Associate Dean New Post Grad OfficeTrainee New Program

PGME Process:
How to Process a National Transfer from a U of M PGME program to an 
External PGME Program
Programs are required to follow:  AFMC PGME National Transfer Guidelines

PGME will provide a 
Letter of Release of 

Information signed by the 
candidate

PGME will notify Entrada 
to complete Update 

Trainee's Entrada record 
and Exit Process

If “Yes” Trainee completes 
the Required application 
process of the New PG 
Office  and submit all 

documentation back to 
the New Potential PGME 

office

Trainee interested in a 
national transfer – 

contact U of M PGME 
office

Trainee and Associate 
Dean meet to discuss 

transfer

PGME office/ Associate 
Dean contacts 

potential 
New PG Office

Potential  New PG 
Office will review the 

request and determine 
if clinical space and 

funding are available

PGME office/ Associate 
Dean contacts 

potential 
New PG Office

Can Accept or 
Decline?

Yes or No

Trainee investigates other 
options

Transfer Declined

 Registration for new 
Trainee

Ask for  a Letters of 
Release of Information 

for the candidate

Original Home Program 
will provide a Letter of 
Release of Information 
signed by the candidate

Proceed forward with application

All Trainees are 
required to return

Assigned Cell phone (if 
applicable) and

HSC ID Cards 
to the PGME office

All Trainees are 
required to

Pay any outstanding fees 
including tuition, parking, 

library and fees related 
to pagers.

All Trainees are 
required to

Log into Entrada and 
update their Forwarding 

Address if applicable.

All Trainees are 
required to

return all HSC PXYIS 
Scrubs to appropriate 

location(s) (if applicable)

EXIT PROCESS

All Trainees are 
required to

Follow any Exit 
instructions from their 

Program

Submit Trainee 
Appointment form 

indicating new 
department as 

x-External Transfer 

Reviews request, 
vets candidate and 
makes decision on 
transfer request

Accepts or 
Declines Request

Registration with new 
program

Receive Letter of 
Release from U of M

Review application and 
complete Interview/

vetting process

Trainee investigates other 
options

Review application and 
complete Interview/

vetting process
Transfer Declined

Transfer Accepted
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Process: ReEntry to U of M PGME

Applicant PGME Associate Dean, PGME ProgramARET Committee
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PGME Process: How to Process a Re-Entry to PGME
Re-Entry into postgraduate training to pursue another discipline enables practicing physicians to switch practice for 
many reasons including changes in professional interests, evolving personal circumstances, or reduced employment 
prospects.
  Programs are required to follow: 

Applicant submits Re-Entry 
request to ARET Chair. See 

Policy sec 6.1

ARET CHAIR
Reviews request, vets 

candidate and 
discusses with the 

director of the 
requested program on 

transfer request

ARET Admin sends  
Letter of Notice to the 

trainee

Interview the Trainee 
and Request any 

Relevant 
Documentation 

Participate in interview 
with  PD of potential 

program, provide 
documentation

Start Registration 
Process 

Accepts or 
Declines Request

Trainee investigates other 
options

Provides Trainee with 
Letter of 

Appointment

Checks funding (if 
applicable) and 

capacity in requested 
program for current 

year. Reviews 
candidate.

ARET Committee
Reviews request

Accepts or 
Declines Request

Reviews request

Accepts Candidate

Accepts Request

Declines Request

Program reviews and 
sets start dates

Trainee receives Letter of 
Appointment and starts 

registration process

Proceed ?

Declines candidate

Yes

Inform Applicant No
Trainee investigates other 

options

PGME confirms 
funding available. 

Determines start/end 
date
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Process: Program Acceptance of VISA Sponsored Trainee

EmbassyTrainee PGME
PGME Associate 

Dean
Program ARET Committee
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PGME Process: 
How to Accept a VISA Sponsored Trainees for a Program Appointment
  Programs are required to follow: Postgraduate Visa Sponsored Trainee Funding  &

PGME will send out 
an email asking if 

Programs accepting  
VISA trainee appl’ns  

for coming year

Programs to confirm 
and respond

PGME will send out 
an email to the 

Embassies with list 
of available 
programs

Embassies 
communicate with 

their Trainees which 
programs are 
available and 
application 

requirements

Start

Trainee’s Apply to 
their Embassy

Interview 
Candidates

Trainee(s) receives 
Letter of Intent and 
respond – accept or 

decline

Send Letter of Intent 
to selected 

candidate (s).  
See common 

National offer dates.

Embassy to review 
applications, vet 
candidates and 
sends potential 

candidates through 
to PGME.

PGME reviews 
applications for 
completeness, 

compiles all 
application packages

 and forwards 
package to 
programs

Programs to review 
application packages

Email embassies a 
list of candidates 

selected for 
interviews and those 

declined

Set up Interviews 
with Candidates

Select successful 
candidate (s)

Embassies inform 
unsuccessful 

candidates so they 
can pursue other 

options

Participate in 
Interview

Email  list of 
finalized 

candidate(s) who 
have accepted in 

principle to PGME 

PGME Process 
Acceptance for 
VISA sponsored 

Trainees

Embassy receives 
Letter of Intent 

cc
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Process: PGME Acceptance of VISA Sponsored Trainees

EmbassyTrainee PGME
 Associate Dean, 

PGME
ARET CommitteeImmigration Office Program
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Transfer 
form PGME Process: 

How to Complete VISA Sponsored Trainee Appointments to PGME
  Programs are required to follow: Postgraduate Visa Sponsored Trainee Funding  &

Review candidates 
appl’n.  May require 

additional info. 
Provide final 
decision for 
acceptance

Residents

Registration 
Process

Decline or 
Approve?

Email Embassy to 
confirm funding for 

candidate
Approve

Inform Program of 
decision with reason

Decline

Embassy confirms 
funding in financial 
guarantee letter/
sponsorship email 

to PGME

PGME sends Letter 
of Offer once 

financial guarantee 
received

Trainees will 
respond – accept or 

decline

Accept

PGME reviews list of 
successful 
candidates

Trainee initiate 
PGME Registration 
process.  As part of 

that process, 
provide PGME with 

copy of passport

PGME completes 
LMIA exempt offer 

of employment 
application

Immigration office 
processes and 

provides offer of 
employment 

number

Email trainee the CIC 
letter with receipt #, 

Offer of 
employment #

Trainee applies for 
work permit (LMIA 
except # required)

Work Permit 
processed and sent 

to Trainee

Trainee forwards 
work permit 

information to 
PGME

PGME updates 
Trainee registration  

record with work 
permit information

Complete 
PGME 

Registration 
Process

Trainee completes 
Registration with 

PGME and Program

PGME Process 
Acceptance for 
VISA sponsored 

Trainees

Complete 
Program 

Registration 
Process
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Process: Approval for Non-CaRMS Positions

 ProgramTrainee (Residents Only)  PGME PGME Associate DeanARET Committee
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PGME Process:  How to Obtain Approval for Non-CaRMS Positions
Programs are required to follow: 

Applies to Program for 
placement 

Contacts PGME to checks 
funding and capacity in 
requested program for 

current year if required*

Checks funding and 
capacity in requested 

program for current year

Request Program to submit  
trainees information  and 
consent for info release 

form to ARET

Reviews request, vets 
candidate and discusses with 
the director of the requested 

program as required

ARET Admin Informs 
Program and PGME

Participate in interview 
with  PD of potential 

program, provide 
documentation

Start Registration 
Process 

Accepts or 
Declines Request

PGME Admissions Assistant 
informs programs and 

PGME RA

PGME RA Provides Trainee 
with Letter of Offer

Accepts or 
Declines Request

ARET req’d or 
Post PhD (no 

ARET)

Accepts Request

Declines Request

Accepted

Interview the Trainee and 
Request any Relevant 

Documentation. Program 
follows internal match 
process if applicable.

Accepts or 
Declines Request

Trainee investigates other 
options

Inform Trainee and PGME

Denies Declines

Accepted by Program

Program submits request to PGME
•Trainee’s Full Name
•Trainee’s Date of Birth
•Trainee’s Contact Info(address, 
email, and phone number)
•Trainee’s application including –CV, 
three reference letters, exam results 
including English language 
requirement results if applicable
•Trainee’s Copy of Permanent 
Resident Card- if applicable

Reviews Trainee’s information 
to determine appropriate 

approvals required

Accepts or 
Declines Request

Reviews request, vets 
candidate and discusses with 
the director of the requested 

program as required

No ARET
ARET Approval Required

Declines

Accepts
Trainee investigates other 

options

PGME Admissions Assistant 
reviews and sends to Assoc 

Dean
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