
Instructions for Generating Program Letters of Agreement 
 
What is a PLA?   
A PLA is a Program Letter of Agreement between a program and participating site, identifying the 
educational and supervising faculty, the duration and content of the educational experience, the policies 
and procedures during the rotation, with attachments detailing the purpose of the rotation, the rotation 
schedule, and the Trainee Financial Agreement (TFA) for salary reimbursement, if applicable.   
 
Who needs to complete a PLA?  
PLAs are completed by programs for required educational experiences of one month or more at a 
participating site listed in ADS.  All PLAs require GME review. 
 
When are PLAs completed and for how long?   
PLAs must be renewed every five years.  You are allowed to initiate a new PLA for a five-year term.  
However, all attachments should be reviewed and updated, as needed, on an annual basis.  Please send 
TFA’s to Special Accounting by June 15 (see below) and file completed PLAs in the Program Director’s 
Office before the start of the new academic year. 
ACGME NOTE:  If you are expecting an RRC site visit during the coming AY, we suggest you replace all 
existing agreements using the current template. 
 
Where can I locate the forms?   
Under the Annual Activities and Responsibilities section of the GME website: 
http://www.partners.org/Graduate-Medical-Education/Program-Directors/Annual-Activities-and-
Responsibilities.aspx?id=2 
 
New affiliations 
The ACGME requires that the GME Committee approve all additions (and deletions) of program 
affiliates.  Contact Irina Knyshevski (BWH programs, 617-525-7005) to obtain BWHEC approval, or Diane 
Sheehan (MGH programs, 617-643-6382) to obtain ECOTE approval of any affiliate changes. 
ACGME Note:  In addition to executing a PLA, enter new affiliates in ADS as soon as approved by the 
GME Committee. 
 
Non-ACGME programs 
If your program is not accredited by the ACGME, you may still use this template; however, the GME 
Office will not sign either the PLA or TFA for non-ACGME programs (please delete that signature line) 
 
 
I. Generating a PLA 
How do I complete the PLA?   
a)  Check renewal dates for all multi-year agreements  
b)   The PLA template includes instructions in CAPS highlighted in YELLOW; delete these instructions 
once you have completed the form. 
c)  If there has been a personnel change, e.g., a new Program Director, new site director, or faculty at 
the affiliate, then you may submit a letter of addendum to the existing PLA, in lieu of originating a new 
document. 
d)  All attachments should be reviewed and updated for the new academic year: 
Attachment 1, possibly:  has the purpose or educational content of the rotation changed? 
Attachment 2, probably:  do you list trainee names on the rotation schedule; has the overall rotation 

schedule changed/use this document when completing Attachment 3. 
Attachment 3, definitely:  Trainee Financial Agreements must be re-issued every year.  Use 

Attachment 2 to reconcile Attachment 3.  These two documents must match. *(see further instructions 
below) 

http://www.partners.org/Graduate-Medical-Education/Program-Directors/Annual-Activities-and-Responsibilities.aspx?id=2
http://www.partners.org/Graduate-Medical-Education/Program-Directors/Annual-Activities-and-Responsibilities.aspx?id=2
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e)  Review: Send your completed PLAs, including attachments, to the GME Office for review and 
signature prior to obtaining departmental signatures and sending it to the affiliate.  After all signatures 
have been obtained, keep the original on file in your office.   
ACGME NOTE:  RRC site visitors are likely to ask to see these, and the GME Office does not keep 
copies of PLAs. 
f)  All Trainee Financial Agreements (TFA’s) – Attachment 3 with the GME signature need to be faxed 
to the Office of Special Accounting at fax: (617) 724-2453 before June 15.  (see below for further TFA 
completion details) 
 
 
Trainee Financial Agreements (TFA’s) – Attachment 3 
It is expected that you seek reimbursement from all affiliates, unless you are swapping rotations. 
 
Two sets of TFA templates are posted, one for BWH programs and one for MGH programs.  Each 
template contains three TFA worksheets; select the appropriate worksheet for each affiliate as explained 
below.  Whichever worksheet you select, enter the number of trainee-months (not blocks) at each PGY 
level:  do not enter FTEs.  For fellows who are not paid according to the Partners Resident Salary Scale, 
enter the annual salary as well as the number of trainee-months. 
 
Please Note: 
 If you have agreed the affiliate does not need to reimburse you, delete paragraph 13 in the PLA. 
 If you utilize the TFA to bill the affiliate for “Other” program/trainee expenses, specify the GL 

account/object code to which it should be posted. 
 Completed & GME reviewed TFA’s (or unsigned drafts) are due in the Office of Special 

Accounting by June 15th, to set up the Resident Agreement recoveries for the new Academic Year. 
 For VA rotations, instead of completing a TFA provide PHS Finance/Special Accounting with a 

trainee list, who will have rotations at the VA for the coming AY; update as needed throughout the 
year.  The list needs to include trainee names, SSNs, PGY levels and number of days in each month 
scheduled at the VA. 

 For rotations at the Shriners’ Burns Institute, delete rows 46 and 48 from the template TFA for non-
PHS hospitals. 

 
Which “Attachment 3” template should I use? 
Select the first worksheet, titled "ATT 3, PHS hospital", for rotations at other Partners institutions:  

Partners hospitals charge one another a fringe rate of 18% and no overhead.  If you will be using 
PeopleSoft to allocate payroll expense between the two hospitals, enter “Y” in the relevant cell to 
alert Partners Finance. 

Select the second worksheet, titled "ATT 3, non-PHS Hospital", for rotations to any hospital outside 
the Partners network.  This template provides for full reimbursement of the trainee salary expense 
and a higher fringe rate. 

Rotations at Boston Children's Hospital: 
a) Children’s Hospital reimburses integrated programs at 100%; if yours is an integrated program, 

select the second worksheet. 
b)  Programs that are not fully integrated with Children's, but do send trainees there, should select 

the third worksheet, titled "ATT 3, CH - 50% reimb".  Children’s reimburses these rotations at 
50% of the usual rate; the worksheet automatically calculates the discount.  This is a symmetric 
arrangement, therefore, any CH trainees who rotate to PHS programs will also be reimbursed 
at 50%.  (effective 7/1/2013) 
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Malpractice expense for TFA completion 
Posted is the calendar year 2013 malpractice (CRICO) rates needed to complete the TFA.  For your 
convenience, only the Resident/Fellowship Rates have been supplied.  Contact Providencia Diaz, 
Professional Staff Compensation and Benefits, 617-724-9925, for questions or for further information. 
 
 
II. PLAs from other institutions 
When other programs send their trainees to us as rotators, they may ask you to sign their PLA.  While 
many of these will mirror the ACGME template that we have adopted, others may contain significant text 
and/or provisions that should be reviewed by the Office of General Counsel (OGC) prior to being signed 
by departmental or institutional staff.  Please have these reviewed by Colleen Murphy in the OGC 
(cmurphy47@partners.org) before sending to the GME Office for signature—if required.   
Note:  You may offer our template to other institutions:  it's best if they use ours when they send residents 
to us. 
 
III. Master Affiliation Agreements (MAAs) 
External rotations 
The GME Office is responsible for (i) monitoring the list in ADS of affiliates used by any/all programs 
sponsored by the hospital and (ii) executing an MAA with each institution the ACGME defines as a “major 
participating site” for one or more programs.  If you are adding an affiliate for your program that does not 
appear on the drop-down list in ADS, please contact Irina Knyshevski or Diane Sheehan to add this new 
site.  Depending on the length of the rotation, the affiliate may be asked to sign the Partners template 
MAA. 
 
If the affiliate absolutely requires that we sign their MAA before accepting our residents as rotators, send 
their template to the OGC for review prior to sending it to the GME Office for DIO signature. 
 
Rotators from other institutions 
If your program accepts rotators from an institution that currently does not send trainees here, that 
institution may ask for an MAA to be signed.  Please contact Irina Knyshevski or Diane Sheehan prior to 
directing their MAA to the OGC. 
 
 
Revised:  05/2013 
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