[bookmark: _heading=h.p67d0ukbwczo]Appendix F: Checklist for Reconsideration



[image: ]
[bookmark: _heading=h.96jhacjy2x84]Immediately upon receipt of a decision


· Review the decision letter provided in detail
· Schedule a meeting with your DRP for a second perspective to ensure you are not missing anything.
· Make a detailed list of the reasons for denial. 
· Determine who can assist you with the reconsideration:
· Physician or other specialist health provider
· Mental health professional
· Evaluator
· DRP
· Historical employer
· Professor
· Other: _____________
· As needed, contact each provider to make an appointment to request assistance and discuss how to address the concerns. (Provide at least two weeks for turnaround time).
· Provide a copy of the decision letter.
· Highlight the issues pertinent to their role in your education or evaluation.
· Explain the deadline for submitting your appeal and provide them with a deadline to respond with additional information.
· Assemble any documentation that supports your reconsideration or clarifies information about your original submission. 
· If you believe you cannot provide the necessary response in the timeline provided, contact the NBME immediately to request an extension. 
· Craft a cover letter that  responds to the NBME’s decision and outlines the additional information provided for reconsideration; address any issues raised by the evaluators point by point, addressing all items in the denial.
· Follow up with the providers to issue reminders to ensure you receive necessary materials in time. 
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[bookmark: _heading=h.8dltnqkow39a]Once all materials are received
· Schedule a meeting and request that your DRP review your assembled materials– this should be done well in advance of deadlines. 
· Send a copy of the appeal to the DRP in advance, providing sufficient time to review the materials and provide you with constructive feedback.
· If you are not able to provide materials in advance, let the DRP know and ask them to set aside time after your meeting to provide quick feedback.
·  Make copies of all materials for your records
[bookmark: _heading=h.knzcc77hein7]By the date materials must be submitted (appeal deadline)
· Send all materials to the NBME with a read receipt request. You should receive confirmation from the NBME that they received your request within a few days.
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